Checks and Payments Maintenance

Introduction

The Checks and Payments Maintenance page was created to provide you with an area to search out and
work with your county financial data. There are several common searches which can be done through
this page, as well as a number of very detailed searches that can be executed.

Along with searches, this page provides you the ability to complete several types of actions on one or
many checks or payments with a single action.

Lastly, the page provides an export feature, allowing you to export their search results to a .csv file,
which can then be opened up in a spreadsheet format.

This User Guide outlines the common searches and actions that the page offers, and details how to work
with exported results.

Accessing the Checks and Payments Maintenance Page

From the desktop, go up to Maintain > Financial > Checks and Payments Maintenance. This will open
the Checks and Payments Maintenance page.

,é https:{ /appsa.dof.wisconsin.gov / ?action=ICHAINLOGON&username=dummy&pa!
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Search Criteria Overview

— Search Criteria
County; |A=hland hd steofrice: (NN - Select By: |Ch&'3k5 E‘
Check Status: IF'\" . Payes ID: I Person I0: I Voucher # I
Placement Type: I Srve Cat: I Srvc Type: | i
Payment Type: I Payment Status: I i
Wiew Records From: I':”:'-":":'-”:":":”:' To: I':”:'-":":'-”:":":”:' Sort By: IPHY'-?E

1. County: Defaults to your county. Not a selectable drop-down.

2. Site/Office: Use this to look specifically search for check or payment data for a certain site. This is
helpful for larger counties with multiple sites. Note: if selecting by checks and if the check
includes another site’s payments as well as the selected site, the check would display for both sites.

3. Select By: Defines what is being searched (Checks, Payments, Overpayments, or Payments &
Overpayments).

4. Check Status: Use this to look specifically for check or payment data based on a certain check
status (Pending, In Process, Outstanding, etc.).

5. Payee ID: Use this to look specifically for check or payment data for a single Payee.
6. Person ID: Use this to look specifically for check or payment data for a single person (child).
7. Voucher #: Use this to look specifically for check or payment data attached to a certain voucher.

8. Placement Type: Use this to look specifically for check or payment data for a certain placement
type (Foster Home, Group Home, RCC, etc.).

9. Srvc Cat: Use this to look specifically for check or payment data for a certain Service Category
(Foster Care, Kinship — Court Ordered, Secure Detention — OHP, etc.).

10. Srvc Type: Requires a selection in the Srvc Cat field. Use this to look specifically for check or
payment data for a certain Service Type (Shelter Care — Paid, Respite Care — Paid, etc.).

11. Payment Type: Use this to look specifically for check or payment data for certain types of
payments (Administrative, Costs > Spending Limit, Extraordinary, Maintenance).

12. Payment Status: Requires that the Select By value is Payments, or Overpayments. Use this to
filter search results by the status of the Payment (Cancelled, Pending Approval, Non-System
Disbursed, etc.).

13. View Records From and To: Use this to look specifically for check or payment data for a certain
date range.

14. Sort By: Allows you to define how the data should be initially sorted when returned (defaults to
Payee. Can be set to Date, Amount Ascending or Descending, etc.).
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Common Searches

As mentioned above, the Checks and Payments Maintenance page offers any number of combinations to
filter and look at your financial data. Listed below are examples of some common searches you may
perform on the Checks and Payments Maintenance page. Those outlined below are just a few of the
many possibilities. This being said, it is important to remember that each element selected acts as a filter
for the search. So the more search criteria selected the more specific the search will be, and by contrast,
the fewer search criteria selected will result in a more generalized search. In some instances, the search
criteria chosen may be too general, resulting in a search that cannot be executed. In this instance, the
search will eventually time out. An example of a search like this would be a search for all payments for
a county with no date parameters.

Pending Checks:

/& https:/ appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer:

e WiSACWIS

— Search Criteria

County; [Ashland | ste/0ffice: | NG Gele-:t By: |Checks )
@eck Status: Payee ID: I— Person ID: I— Voucher # I

Placement Type: I Srvc Cat: I Srvc Type: I hd
Payment Type: I Payment Status: I e

View Records From: |DDIDIZHI}IJIJD To: |DEHIJIJIIJIJDD Sart By: IF'EYEE‘-

B T I L NSRRI NP fic

Pending Release Checks:

,g_C https:/ {appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

— Search Criteria

County: | Ashland site/office: | NN - | Gelect By |Checks )
@eck Status: Payee ID: I— Person ID: I— “oucher #: I

Flacement Type: | Srve Cat: I Srvc Type: | il
Payment Type: I Payment Status: I W

Wiew Records From: IDDIDDIDDGD To: IDD"DWDU‘DD‘ Sort By: Ipﬂ‘}"'-‘-'-‘-
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In Process Checks:

2 hitps:/ /appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

cWiSACWIS Lo print (@  SpelCheck (-~ Help (P
— Search Criteria
Cougty: |[Ashiand Site/Office: | @ed By: |Checks
@-eck Status: |||'| Process -: J' Payee ID: I Person ID: I Voucher & |
Placement Type: | Srvc Cat: I Srve Type: I hd
Payment Type: I Payment Status: I il
View Records From: IDD"W"DDD'} To: IM"W"DDD'} Sort By: |Pay'ee

M T T et e 00 NIRRT,

Payments - for a particular child and date range:

’-7- https:/ fappsa.ddf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

cWiSACWIS print (B SpeliCheck (.~ Help (P

— Search Criteria
County: [Ashiand  ~ Site/Office: | [~] Gelect By: |Payments )
Check Status: I . Payee ID: I Person ID: |12345 Voucher #: |
Placement Type: I Srve Cat: I Srvc Type: I il

Payment Type: I Payment Status: IA”

@w Records From: |IJSJ'IJ1I2IJ14 To: |051'3112I}14 ) Sort By: IPﬂYBE

Overpayments - for a particular provider, dating from a particular date to present
date:

£ hitps:/ [appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

Print ri Spell Check

— Search Criteria
County: [Ashland __ ~ Site/O ffice: Gelect By: | Overpayments )
Check Status: I Gﬂyee ID: |85423 Person ID: I Voucher #: |
Placement Type: I Srvc Cat: I Srve Type: I b
Payment Type: Payment Status: IA"
View Records From; |04/01/2014 To: I Sort By: IPﬂYEB
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Payments and Overpayments - for a particular date range, sorted by date:

(-7- https:/ fappsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

c I"I"'rj- Lspj'l (_‘ WII 15' UAT Print ri Spell Check i‘- Help r?

— Search Criteria

County: |Ashland Site/Office: | G.elect By: |Pavment510verpﬂvment5>
Check Status: Payee ID: I— Person ID: I— Voucher #: I
Placement Type: I Srvc Cat: I Srvc Type: I hd
Payment Type; [ [v] _ Payment Status: IA"

@ew Records From: ||]3.I'|]1f2|]14 To: IU'B*""MG“) @th By: IDETE‘-

All Group Home Payments on a particular voucher run:

/5 https:/ [appsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

c WiSACWIS ni® s

— Search Criteria
County: [Ashilana__ ~ Site/Office: | elect By: |Payments
Check Status: Payee ID: I Persan ID: I Voucher # |20014

@acement Type: |Group Home Srvc Cat: I Srvc Type: I hd
Payment Type: | Iil Payment Status: |A||

Wiew Records From: |IJEh'IJEh'DI}GIJ To: IDWDWMW Sort By: IPE‘.-"E‘-E

All Administrative Payments - for a particular provider, for a certain date range:

2 hitps:/ [appsa.dcf.wisconsingov/ - Checks and Payments Maintenance - Windows Internet Explorer

[ E{fj“g .1'1 (_' W II.S' UAT

— Search Criteria

County: [Ashiand Site/0 ffice: @:Ied By: |Payments )

Check Status: I @yee ID: |T88583 Person ID: I— Voucher # I

Flacement Type: | Srve Cat: | Srve Type: I bl
Payment Type: Administrative Payment Status: IA"

Wiew Records From: |04/01/2014 To: (053172014 Sort By: IPEY'-‘-E
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Working with Checks

As mentioned above, the Checks and Payments Maintenance page allows you to complete several types
of actions on one or even a group of checks or payments. These actions vary depending upon whether
you are selecting by Checks, Payments, or Overpayments.

The actions that can be completed from this page are:

Cancel Selected Checks

Cancel and Reschedule Selected Checks
Release Selected Checks

Set Selected Checks to Pending Release
Cancel Selected Payments

Link Selected Payments to Pending Checks
Cancel Selected Overpayments

This section of the guide will walk through a single scenario. The steps outlined within will be very
similar for all other possible options.
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Canceling a Payment(s):

1. From the Checks and Payments Maintenance page, locate the payment(s) that needs to be
cancelled. If you need more information before making your selection, click the payment
hyperlink to view the Payment Request page.

ndows Internet Explorer

— Search Criteria

County: [Ashiand  ~| Site/Office: | Select By: |Payments
Check Status: I—V Payee ID: I— Person ID: I— Voucher#: l—

Placement Type: I Srvc Cat: I Srvc Type: I hd
Payment Type: I Payment Status: IUUt&tE"diﬂQ - No Check

View Records From: |00/00/0000 To: |00/00/0000 Sort By: IPEYEE .
Record 1 to 3 of 3 /—\ Clear Fields Search
— Search Results /

(1 select Al

[l ‘ Payment - Adulthood's Path Il - Ashland County Group Home (9221647) Copy
Crispies, Crackle 05/01/2014 - 05/31/2014 Ashland County Group Home (9221847) 0817/2014 351,3585.00

| ‘ Payment - Bellas Group Home - Bellas Group Home (9221946) Copy

‘Bear, /) Payment Reguest -- Webpage Dialog
L] Pawr E p=
L il £ -
Crizpic |f I’{’I LS 1’1 ( WIILS' UAT ™ F Print ',i Spell Check ‘ Help r?
— Payment Request Information Lo
County: Ashland Reguest Date:  08M7/2014 |:| Overpayment Repaid
Payment ID: 9230387 Creator; Batch Program |:| Cancelled
Case Participant Information
FParticipant Crispies. Crackle (3228148) Case: Crizpies. Gina (9223421}
— — Provider Information
Options: .. Ashland County Group Home ) . I—
pt I_ Provider: (8721647 Invoice Date: 00/00/0000
Paves: Ashland County Group Home: Invoice Number: I—
YEE [o2o1B4n) '

— Service Information

Placement: IAduﬂhood s Path Il (GH) - 01/01/14 A Basic Costs: |E1,3ErE-.DI.'I

Service Category: I GH - Adulthood's Path Il ~ Supplemental Costs: W
Service Type: | Adufthood's Path Il (GH) v Exceptional Costs:  [s000
Setting/Detail: IGruup Home b Admin Costs: IW
Begin Date: [pmizo1s | EndDate: [o5E172014 Units: [0 Costs » Spending Limt: [F000
Payment Details Extraordinary Costs: IW

Overpayment Source #: | Total Amount; IS'I 395.00

Payment Created By FM01-Payment-Generation

Description:

Pavment Tvpe Definitions

Repayment Infermation b

oo |
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2. Select the payment(s) that should be cancelled by selecting the checkbox next to the respective
payment.

Note: In the example below we are able to identify more than one payment at a time.

3. From the Options drop-down, select the action of “Cancel Selected Payments” and click Go.
This will open the Cancel Selected Payments page.

-'l'_—" https:/ fappsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

c WiSACWIS Y e

— Search Criteria

County: [Ashiand & Site/Office: | Select By: | Payments
Check Status: I—V Payee ID: I— Person ID: I— Woucher # I—

Placement Type: I Srvc Cat; I Srvc Type: I hd
Payment Type: I Payment Status: IOutstanding- No Check

View Records From: [00/00/0000 1o [00/00/0000 Sort By: |Payee

Record 1 to 3 of 3 Clear Fields

— Search Results
[ select Al
‘ Payment - Adulthood’'s Path Il - Ashland County Group Home (9221647) Copy
Crispies, Crackle 05/01/2014 - 05/31/2014 Ashland County Group Home (9221847) 06M7/2014 51,395.00
Il ‘ Payment - Bellas Group Home - Bellas Group Home (8221946] Copy
Bear, Care 05/01/2014 - 05/31/2014 Bellas Group Home (5221948} 08M7/2014 32.015.00
‘ Payment - ResProg(Boys) - Morthwest Passage Child and Adol Cir (9221503) Copy
Crispies, Snap 05/01/2014 - 05/31/2014 Northwest Passage Child and Adol Ctr (3221503) 08M7/2014 83,085.00

Options:
( Cancel Selected Payments

Export Hesulis =
Link Selected Payments to Pending Checks I0% - 2
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4. Once the Go button has been selected a staging page will appear. The staging page gives you one
last look at the payment data that will be cancelled. You are able to adjust what you are about to
do by unchecking checkboxes, or you can completely back-out of the process by clicking the
Close button. Once the Save button is clicked the payments selected will be cancelled.

Note: In the example below we have chosen to uncheck one of the payments. With this setup we
will only be cancelling one payment (the highlighted payment).

a Cancel Selected Payments —- Webpage Dialog

cWiSACWIS = print /& SpeliCheck (-~ Help (2

—Cancel Selected Payments
The zelected payments will be cancelled upon Save.
Payee Child Begin Date End Date Amount
D Aszhland County Group Home (9221647} Crizpies, Crackle 050172014 053172014 $1,395.00
?;g'l‘;;:; HEETIEEL LT 0 s BT Crispies, Snap 0S/01/2014  0S/31/2014  §3,069.00
sove
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Exporting Results from the Checks and Payments Maintenance Page:

The “Export Results” option from the Checks and Payments Maintenance page allows you to generate
ad hoc reports of your search results. For example, you can replicate the Pending Checks Report by
searching for and returning all checks with a “Pending” status. Or, you can replicate the Pre-Audit
Report by searching for and returning all checks with an “In Process” status. Once the search results
have been returned, go to the Options drop-down and select “Export Results” and click Go.

In the example below, we are going to generate an export of all of our checks in an “Outstanding” status
for the year.

1. Setup and complete your search.
2. From the Options drop-down, select “Export Results” and click the Go button.
3. A Save as Excel pop-up will appear. Enter a File Name. Then click the Continue button.

Note: The export file will be saved in C:/eWiSACWIS/export folder.

-{_5 https:/ fappsa.dcf.wisconsin.gov/ - Checks and Payments Maintenance - Windows Internet Explorer

— Search Criteria

County: [Ashiand ™| SitelOffice: | Select By: |Checks
Check Status: Payee ID: I— Person ID: I— Voucher #: I—

Placement Type: I Srve Cat: I Srvec Type: I hd
Payment Type: I Payment Status: I hd

View Records From: ID”D"QD“ To: I'J'Jm':”'mu':I Sort By: IPE‘.-"EE

Record 1 to 15 of 15 Clear Fields

— Search Resulis
[ select a1
[JE putstanding Check (345) 04/02/2014 - Ashland County Group Home (9221647 - $1.395.00
[JE outstanding Check (234) 02/02/2014 - Ashland CoUnty C e on o izt 002 00

] £] save as Excel... - Webpage Dialog |
[[1E=3 ouistanding Check {123} 02/02/2014 - Ashland County €
&2 outstanding Check (345) 04/02/2014 - Bellas Group Hor Please Enter File Name: |2ﬂ14_0utstanding_(:heclcs{ "
[[1E3 ouistanding Check (234) 03/02/2014 - Bellas Group Hor
B3 Qutstanding Check (123) 02/02/2014 - Bellas Group Hor The file will be saved in CieWiSACWIS/export folder
[JE putstanding Check (123) 05/02/2014 - Changes Group b
[[1E oQutstanding Check (234) 05/02/2014 - Hubbard, Old Mot
[[JE outstanding Check (123) 04/02/2014 - Mothwest Passa \
[JE3 outstanding Check (456) 05/02/2014 - Smith. Granny (9:
[[JE3 ouistanding Check (1234} 05/02/2014 - Snaggletooth Provider Care (9221523)- $2.758.50 / b d

FIE=S Ao i Mo CL SR A EAAIAR A & TRl M oL FRAAMA S BSY mA A s
. v / Close
@IDHS. IF.xIJDrt Results @ -« L

0% v g
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4. Navigate to your C: drive to locate your exported file.

Note: How you access your C: drive and how your explorer window looks may differ from the
screen-shot below, depending upon your operating system and view setup.

5. Double click on the file to open the file in your default spreadsheet program.
Note: This guide assumes that the file will be opened and worked with using Microsoft Excel.

The rest of the guide will walk through some basic setup options that will give greater
flexibility when working with the export.

=10l x|
‘@(j}v| .+ Computer = (C:) UDiskBOOT - eWiSACWIS - export - m I Search export @‘
Organize *  Indudeinlibrary =  Sharewith =  New folder 4= ~ [ I@I
Name “ Date modified Type | Size | |
[=1 788 Computer ‘%] 2014_Qutstanding_Checks 6/20/2014 11:16 AM  Microsoft Excel Com... SKB

=&, (c:) UDisksooT
=) ewisacwIs
| cache

) offline
| template
) work

] 1 item

November 2016
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6. When the file initially opens it will look similar to the screen-shot below.

FaI= PNk 2014_Outstanding_Checks - Microsoft Excel

File Home Insert Page Layout Formulas Data Review View Developer Acrobat & e c

=l cut Calibri - 11 S Wrap Text General - ﬂ i‘i" Normal Bad Good Neutral s j J;J . Autosum - fv C?

E3 Copy ~ _ﬂ ﬁ = E Fill = Z -
Pajte ¥ Format Painter B e Uy ” B Merge & Center v | $ ~ % 2 | T 8 Fc:r';'ldaltft‘i‘:wlalv asF"jf;rgla:v |C= culation | " " Explanatory ... = Insver‘t DEIvEtE Forvmat 2 Clear - éi‘ljtr:r&' gler\]el
Clipboard ] Font u Alignment ] Number ] Styles Cells Editing
Al - Jx | Case (ID)
A B £ D E F G H | J K L M Q P Q R S T U vV w X ¥

1 |Case (ID) IChild Narr County Pe Payee Nat County Pr Payee AdiPlemnt Ty Srvc Cat  SrvcType RptCat  Pmint Stat Pmint Star Pmnt End Days Paid Pmnt Typ: Basic Suppl Excpt Admin  =Limit Extraord Adjust  PmntTote Check Stai Check Dis|
2 Crispies, C Crispies, C Ashland C 6332 Nortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 3/1/2014 s 31 Maint S $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi

3 Crispies, C Crispies, Ashland C 6332 Nortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 2/1/2014 ## 28 Maint S $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi

4 Crispies, € Crispies, ( Ashland C 6932 MNortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 1/1/2014 31 Maint T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi

5 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 3/1/2014 31 Maint T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi

6 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 2/1/2014 28 Maint T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi

7 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Quistandi #HiHEFHE HHEHET 8 Maint $520.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $520.00 OQutstandi #HEH
& Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 5/1/2014 31 Maint T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi

9 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 4/1/2014 T 30 Maint T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi
10 Bear, Cinc Bear, Boo- Changes C E9490 Chu Group Hot GH - Choic Changes € 22 Qutstandi 3/2/2014 T 30 Maint T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi
11 Crispies, ¢ Crispies, & Hubbard, 3656 Leatl Respite  One Time One Time null Quistandi #HiHEHEH ST 3 Maint $55.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  $55.00 Outstandi st
12 Crispies, ¢ Crispies, € Northwes 55 Street, RCC RCC - Nori Residenta 8 Qutstandi 3/1/2014 31 Maint T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi
13 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hoi 8 Qutstandi 2/1/2014 2/2/2014 2 Maint $26.79 $13.71 $0.00 $0.00 $0.00 $0.00 $0.00  $40.50 OQutstandi #HHE
14 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hoi 8 Qutstandi 1/1/2014 31 Maint $376.13 5185.81 $0.00 $0.00 $0.00 $0.00 $0.00 $561.94 Qutstandi #HE
15 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hoi 8 Quistandi #HiHEHEH HHEHEHT 31 Maint $4100.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5400.00 Qutstandi #HHH
16 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi SHEHEEEE HEHIHI 30 Maint $400.00 50.00 50.00 50.00 $0.00 50.00 S0.00  5400.00 Outstandi #H#sEEE
17 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi SHEHEEEE HEHIHI 31 Maint $400.00 50.00 50.00 50.00 $0.00 50.00 S0.00  5400.00 Outstandi #H#sEEE
18 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 9/1/2013 #Hi#HE 30 Maint $400.00 50.00 50.00 50.00 $0.00 50.00 S0.00  5400.00 Outstandi #H#sEEE
19 Bird, Morr Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 8/1/2013 31 Maint $400.00 50.00 50.00 50.00 $0.00 50.00 S0.00  5400.00 Outstandi #H#sEEE
20 Bird, Kid ( Bird, Kid { Smith, Grz 6472 Nortl Subsidizel Subsidizel Subsidize: 31 Outstandi 9/1/2013 iy 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  5388.00 OQutstandi st
21 Bird, Kid ( Bird, Kid { Smith, Grz 6472 Nortl Subsidizel Subsidizel Subsidize: 31 Outstandi 1/1/2014 iy 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  5388.00 OQutstandi st
22 Bird, Kid ( Bird, Kid ( Smith, Grz 6472 Nortl Subsidizel Subsidizel Subsidize: 31 Outstandi #E8HEHEHE S 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  5388.00 OQutstandi st
23 Bird, Kid ( Bird, Kid { Smith, Grz 6472 Nortl Subsidizel Subsidizel Subsidize: 31 Outstandi 6/1/2013 iy 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  5388.00 OQutstandi st
24 Bird, Kid (' Bird, Kid { Smith, Grz 6472 Nortl Subsidize Subsidize Subsidize 31 Outstand] #E8HEEEHE HHHHHE 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  5388.00 Outstandi st
25 Bird, Kid (' Bird, Kid { Smith, Grz 6472 Nortl Subsidize Subsidize Subsidize 31 Outstandi 8/1/2013 #atgy 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  5388.00 Outstandi st
26 Bird, Kid (' Bird, Kid { Smith, Grz 6472 Nortl Subsidize Subsidize Subsidize 31 Outstand] #E8HEEEHE HHHHHE 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 S0.00  5388.00 Outstandi st
27 Bird, Kid ( Bird, Kid { smith, Grz 6472 Nortl Subsidizel Subsidize  Subsidize 31 Qutstandi 2/1/2014 s 28 Maint $388.00 $0.00  $0.00 $0.00 $0.00  $0.00 $0.00 $388.00 Outstand sy
28 Bird, Kid { Bird, Kid { smith, Grz 6472 Nort| Subsidizel Subsidize Subsidize 31 Outstandi 3/1/2014 s 31 Maint $388.00 $0.00  $0.00 $0.00 $0.00  $0.00 40,00 $388.00 Outstandi #tss
29 Bird, Kid { Bird, Kid { smith, Grz 6472 Nort| Subsidizel Subsidize Subsidize 31 Outstandi 7/1/2013 s 31 Maint $388.00 $0.00  $0.00 $0.00 $0.00  $0.00 40,00 $388.00 Outstandi #tss
30 Bear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8§ Quistandi 4/1/2014 #atHHH 30 Admin 50.00 $0.00 S0.00  HiHHEEHH $0.00 $0.00 $0.00 Qutstandi
31 Bear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8§ Quistandi 4/1/2014 #atHHH 30 Maint $410.00 S$128.00 5200.00 $0.00 $0.00 $0.00 $0.00 5738.00 Quistandi St
32 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hoi 8 Outstandi 3/1/2014 3/1/2014 1 Maint $13.23 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00  513.23 Quistandi S
33 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hoi 8 Quistandi 2/1/2014 28 Maint $410.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5410.00 Quistandi S
34 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hoi 8§ Quistandi 1/1/2014 23 Maint $304.19 $0.00 $0.00 $0.00 $0.00 $0.00 3$0.00 5304.19 Quistandi S
35 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Quistandi s S 8 Maint $105.81 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5105.81 OQutstandi ##ssas
36 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Quistandi s S 31 Maint $400.00  $64.52 5282.26 $0.00 $0.00 $0.00 30.00 5746.78 OQutstandi ##sssas
37
38
29 Total: R
40
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7. Put your cursor in the first cell of the spreadsheet and select the Format as Table button. There are several different style setups to choose from.
Select a format.

|E| = Q|+ 2014_Outstanding_Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat
_j 35 cut Calibri 11 AN == =1 Wrap Text General - *é‘ %‘jﬂl MNaormal Bad Good Neutral
Paste "3 oy B I U~ | & A~ = ] m 1 = - <0 .00 Condi; Format a ation Explanatory =
» < Format Fainter = — = R $ fa v | S0 20 ety ® e b |C‘ cutatior | [ | Explanatory ... =
Clipboard ] Font 7] Alignment Light
Al - fe | Case (ID)
A cm"%E F G H I I K L M
1 |Case (1D} ild Narr County Pe Payee Nar County Pr Payee Ad(Plcmnt Ty Srvc Cat  Srvc Type RptCat  Pmint Stat Pmint Star Pmint E
2 | Crispies, ¢ Crispies, ( Ashland C 6932 Nortl Group Hoi GH - Aduli Adulthoot 10 Quistandi 3/1/2014 i |
3 | Crispies, ¢ Crispies, ( Ashland C 6932 Nortl Group Hot GH - Adult Adulthoot 10 Qutstandi 2/1/2014
4 |Crispies, € Crispies, ( Ashland C 6932 Nortl Group Hot GH - Adult Adulthoot 10 Qutstandi 1/1/2014
5 |Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 3/1/2014
6 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 2/1/2014
7 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Quistandi #sEs#HEE
8 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 5/1/2014
9 Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hoi GH - Bella Bellas Gro 10 Quistandi 4/1/2014
10 Bear, Cinc Bear, Boo- Changes ¢ E9490 Chu Group Hot GH - Choit Changes € 22 Qutstandi 3/2/2014
11 Crispies, ¢ Crispies, £ Hubbard, 3656 Leatl Respite  One Time Cne Time null Quistandi sEEEHE ST
12 Crispies, ¢ Crispies, £ MNorthwes 55 Street, RCC RCC - Mori Residenta 8 Outstandi 3/1/2014 ###HH# =
13 Bird, Mo Bird, Hum Smith, Grz 6472 Nortl Fstr Fam F Foster Car Foster Hoi 8 Outstandi 2/1/2014 2/2/2(
14 Bird, Mo Bird, Hum Smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hoi 8 Outstandi 1/1/2014 #####t
15 Bird, Morr Bird, Hum Smith, Gr: 6472 Mortl Fstr Fam k Foster Car Foster Hol 8 Qutstandi fiaa
16 Bird, Mom Bird, Hum Smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hoi 8 Quistandi HEbast
17 Bird, Mo Bird, Hum Smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hoi 8 Qutstandi fossesied
18 Bird, Mo Bird, Hum smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hol 8 Outstandi 9/1/2013
19 Bird, Mo Bird, Hum Smith, Gre 6472 Nortl Fstr Fam F Foster Car Foster Hoi 8 Outstandi 8/1/2013
20 Bird, Kid { Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Qutstandi 9/1/2013
21 Bird, Kid { Bird, Kid { Smith, Gre 6472 Nortl Subsidize: Subsidize: Subsidize: 31 Qutstandi 1/1/2014
22 Bird, Kid { Bird, Kid ( Smith, Gr: 6472 Nortl Subsidizel Subsidize: Subsidize: 31 Qutstandi s
23 Bird, Kid { Bird, Kid { Smith, Gre 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Quistandi 6/1/2013
24 Bird, Kid { Bird, Kid { Smith, Gre 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Quistandi HiEHHEE
25 Bird, Kid ( Bird, Kid ( smith, Gre 6472 Nortl Subsidize: Subsidizel Subsidizes 31 Outstandi 8/1/2013 ##ga & New Table Style..
26 Bird, Kid { Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidize Subsidize: 31 Quistandi #EHEEHE S 5] Mew PivotTable Style...
27 Bird, Kid { Bird, Kid { Smith, Grz 6472 Nortl Subsidize: Subsidizel Subsidize: 31 Qutstandi 2/1/2014 #tHHr o TeraTTT ER TR Jurou JUTou JUTou JUTou
28 | Bird, Kid { Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidize: Subsidize: 31 Outstandi 3/1/2014 s 31 Maint $388.00 40.00 40.00 40.00 40.00
29 Bird, Kid ( Bird, Kid { Smith, Gr: 6472 Nortl Subsidizel Subsidize: Subsidize: 31 Qutstandi 7/1/2013 #i##E 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00
30 Bear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Outstandi 4/1/2014 #HHHHH#H 30 Admin $0.00 $0.00 $0.00 S $0.00
31 Bear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Outstandi 4/1/2014 s 30 Maint $410.00 $128.00 $200.00 $0.00 $0.00
32 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hoi 8 Outstandi 3/1/2014 3/1/2014 1 Maint $13.23 $0.00 $0.00 $0.00 $0.00
33 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hai 8 Outstandi 2/1/2014 s 28 Maint $410.00 $0.00 $0.00 $0.00 $0.00
34 Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hoi 8 Outstandi 1/1/2014 s 23 Maint $304.19 $0.00 $0.00 $0.00 $0.00
35 Bear, Cinc Bear, Boo- White (92 6392 Wesli Fstr Fam | Foster Car Foster Hoi 8 Outstandi sEsEEEEE SHEEEHEE 8 Maint $105.81 $0.00 $0.00 $0.00 $0.00
36 |Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Qutstandi #EEEEHEE HEEHEHEYE 31 Maint $400.00  $64.52 5282.26 $0.00 $0.00
37
38
39
A0
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[~ e (=4
Z Autosum ~ 1
@] Fill - %? \i
Insert Delete Format Sort & Finc
B - - 2 Clear ~ Filter = Sele
Cells Editing
! W W X Y
ord Adjust  Pmnt Totz Check Stat Check Dis|
0.00 $0.00 Qutstandi
0.00 $0.00 Qutstandi
0.00 $0.00 Qutstandi
0.00 $0.00 Qutstandi
0.00 $0.00 Qutstandi
0.00 40.00 $520.00 Outstandi sisgssss
0.00 50.00 Outstandi
0.00 $0.00 Qutstandi
0.00 $0.00 Qutstandi
0.00 $0.00  $55.00 Outstandi sigsisg
0.00 $0.00 Qutstandi
0.00 $0.00 $40.50 Quistandi #tag
0.00 40.00 S$561.94 Outstandi sisgssss
0.00 $0.00 5400.00 Outstandi #isH
0.00 $0.00 $400.00 Outstandi st
0.00 40.00 $400.00 Outstandi sisgsss
0.00 $0.00  $400.00 Outstandi sigsisg
0.00 $0.00 $400.00 Outstandi #isssHs
0.00 S0.00  5$388.00 Outstandi #isis
0.00 40.00 $388.00 Outstandi sisgssss
0.00 $0.00 5388.00 Outstandi #sEHH
0.00 $0.00 $388.00 Outstandi st
0.00 40.00 $388.00 Outstandi sisgsss
0.00 $0.00 $388.00 Outstandi sigsiss
0.00 $0.00 $388.00 Outstandi Hiss#H
-+0.00 S0.00  5$388.00 Outstandi #isis
40.00 40.00 $388.00 Outstandi sisgssss
$0.00 $0.00 5388.00 Outstandi #sEHH
$0.00 $0.00 Qutstandi
40.00 40.00 $738.00 Outstandi sisgsss
$0.00 $0.00  $13.23 Outstandi sisgsiss
$0.00 $0.00 $410.00 Outstandi sisgsss
$0.00 S0.00  5304.19 OQutstandi #issis
40.00 40.00 $105.81 Outstandi sisgssss
$0.00 $0.00 5746.78 Outstandi st
Total: B
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8. After you select a table format, a pop-up will present illustrating the rows that will be included in your table as well as a check box indicating that
your table has headers. Ensure that all rows are included, and that the check box is checked and select the OK button.

=] &+ 201 osoft Exce

File. Home Insert Page Layout Formulas Data Review View Developer Acrobat & e c

l_dj ‘* cut Calibri 11 v A E==%® = General - - Norma Bad Goo T Autosum - - j

= F =S = ¢2 Clear~

Clipboard Font Number Styles Cells Editing
Al - Jfx | Case (ID)
A B C D E F G H I J K L M 0 P Q R 5 T U vV W X Y

1 iCase (D) Ichild Nam County Pe Payee Nat County Pr Payee Ad(Plemnt Ty Srvc Cat  SrvcType RptCat  Pmnt Stat Pmnt Star PmntEnd Days Paid Pmnt TypeBasic  Suppl  Excpt  Admin  »Limit  Extraord Adjust  Pmnt Totz Check Stai Check Dis|
2 'Crispies, ¢ Crispies, Ashland C 6932 Nortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 3/1/2014 ##HHEHH#H 31 Maint HEHHH T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi
3 \Crispies, CCrispies, C Ashland C 6932 Mortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 2/1/2014 #HH#E### 28 Maint S $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Outstandi
4 ECrispies, C Crispies, C Ashland C 6932 Nortl Group Hot GH - Aduli Adulthoot 10 Qutstandi 1/1/2014 s 31 Maint HEHHH T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi
5 \Bear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Outstandi 3/1/2014 ##HH##H## 31 Maint S $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Outstandi
6 EBear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 2/1/2014 s 28 Maint HEHHH T $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Qutstandi
7 EBear, Cinc Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi s SHEEEEEE 8 Maint $520.00 " — ﬂdll $0.00 $0.00 5520.00 Qutstandi ##EEEHE
8 !Bear, CincBear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 5/1/2014 #HHEH##H 31 Maint B ] $0.00 $0.00 Cutstandi
9 |Bear, Cind Bear, Care Bellas Gro 7630 W Ce Group Hot GH - Bella Bellas Gro 10 Qutstandi 4/1/2014 s 30 Maint sy | Whereis the data for your tsbie? $0.00 40.00 Qutstandi
10 EBear, CincBear, Boo- Changes C E9490 Chu Group Hot GH - Choit Changes € 22 Qutstandi 3/2/2014 ##sisY 30 Maint B ] ik $0.00 $0.00 Cutstandi
11 \Crispies, CCrispies, < Hubbard, 3656 Leatt Respite  One Time One Time null Qutstandi SEEEHEE S 3 Maint $55.00 [V My table has headers $0.00 $0.00 $55.00 Qutstandi ##sEHE
12 ECrispies, CCrispies, £ Morthwes 55 Street, RCC RCC- NoriResidenta 8 Qutstandi 3/1/2014 s###EHYE 31 Maint HEHHHEE $0.00 $0.00 QOutstandi
13 |Bird, Mo Bird, Hum Smith, Grz 6472 Nort| Fstr Fam F Foster Car Foster Hol 8 Outstandi 2/1/2014 2/2/2014 2 Maint $26.79 OK I Cancel | $0.00 $0.00 $40.50 Qutstandi ##EEEHE
14 EBird, Maorr Bird, Hum Smith, Grz 6472 Nort| Fstr Fam F Foster Car Foster Hol 8 Outstandi 1/1/2014 s 31 Maint $376.13 Srooor SoToT SoToT Sooh 50.00 $0.00 $561.94 Outstandi ##ti#tH
15 |Bird, Mo Bird, Hum Smith, Grz 6472 Nort| Fstr Fam F Foster Car Foster Hol 8 Qutstandi sssEeE SHEEEEEE 31 Maint $400.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5400.00 Qutstandi s
16 EBird, Maorr Bird, Hum Smith, Grz 6472 Nort| Fstr Fam F Foster Car Foster Hol 8 Outstandi s S 30 Maint $400.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 $400.00 Outstandi ####HH
17 iBird, Mo Bird, Hum Smith, Grz 6472 Nort| Fstr Fam F Foster Car Foster Hol 8 Qutstandi ssdEss SHEEEEEE 31 Maint $400.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 3400.00 CQutstandi s
18 EBird, Maorr Bird, Hum Smith, Grz 6472 Nort| Fstr Fam F Foster Car Foster Hol 8 Outstandi 9/1/2013 s 30 Maint $400.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 $400.00 Outstandi ####HH
19 |Bird, Mo Bird, Hum Smith, Grz 6472 Nort| Fstr Fam F Foster Car Foster Hol 8 Outstandi 8/1/2013 ###sEsEs 31 Maint $400.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 3400.00 CQutstandi s
20 EBird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidize Subsidize: 31 Outstandi 9/1/2013 s 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5388.00 Outstandi st
21 |Bird, Kid { Bird, Kid { Smith, Grz 6472 Nort| Subsidize: Subsidize: Subsidize: 31 Qutstandi 1/1/2014 s 31 Maint $388.00 $0.00 40.00 $0.00 $0.00 $0.00 $0.00  $388.00 OQutstandi s
22 EBird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidize Subsidize: 31 Outstandi ##EHEHH ST 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5388.00 Outstandi st
23 1Bird, Kid { Bird, Kid { Smith, Grz 6472 Nort| Subsidize: Subsidize: Subsidize: 31 Qutstandi 6/1/2013 s 30 Maint $388.00 $0.00 40.00 $0.00 $0.00 $0.00 $0.00  $388.00 OQutstandi s
24 EBird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidize Subsidize: 31 Outstandi ##EHEHH ST 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5388.00 Outstandi st
25 1Bird, Kid { Bird, Kid { smith, Grz 6472 Nort| Subsidize: Subsidize: Subsidize: 31 Qutstandi 8/1/2013 sy 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 40.00 $0.00  $388.00 Outstandi #HHHHHH#H
26 EBird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidize Subsidize: 31 Outstandi ##EHEHH ST 30 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5388.00 Outstandi st
27 1Bird, Kid { Bird, Kid { smith, Grz 6472 Nort| Subsidize: Subsidize: Subsidize: 31 Qutstandi 2/1/2014 sy 28 Maint $388.00 $0.00 $0.00 $0.00 $0.00 40.00 $0.00  $388.00 Outstandi #HHHHHH#H
28 EBird, Kid ( Bird, Kid ( Smith, Gre 6472 Nortl Subsidize: Subsidize Subsidize: 31 Outstandi 3/1/2014 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5388.00 Outstandi st
29 Bird, Kid { Bird, Kid { smith, Grz 6472 Nort| Subsidize: Subsidize: Subsidize: 31 Qutstandi 7/1/2013 sy 31 Maint $388.00 $0.00 $0.00 $0.00 $0.00 40.00 $0.00  $388.00 Outstandi #HHHHHH#H
30 EBear, cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol 8 Outstandi 4/1/2014 s 30 Admin $0.00 $0.00 S0.00 sa#sEE S0.00 50.00 $0.00 Outstandi
31 |Bear, Cinc Bear, Boo- Snaggleto 1234 123 Rockb Treatmen Foster Car Foster Hol & Qutstandi 4/1/2014 s 30 Maint $410.00 S$128.00 5200.00 $0.00 $0.00 $0.00 $0.00 5738.00 Quistandi s
32 iBear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi 3/1/2014 3/1/2014 1 Maint $13.23 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $13.23 Outstandi s
33 |Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol & Qutstandi 2/1/2014 s 28 Maint $410.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5410.00 Quistandi s
34 iBear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol 8 Outstandi 1/1/2014 s 23 Maint $304.19 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 5304.19 Outstandi s
35 |Bear, Cinc Bear, Boo- White (92 6392 Wesi Fstr Fam F Foster Car Foster Hol & Quitstandi sHEEEEE SHEEHTY 8 Maint $105.81 50.00 $0.00 $0.00 50.00 $0.00 $105.81 Quistandi s
36 E_B_e_a_r,_(;ip_c_B_e_a_r,_liqq- ________ Whi 92 6392 WesiFstr Fam F Foster Car Foster Hol 8 Qutstandi HHEHHE ST 31 Maint $400.00 $64.52 S$282.76 - $D._DD $746.78 OQutstandi s
37
38
39 Total: s
A0
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9. At this point your table will be created. The columns will expand to accommodate the header names. You may notice that the data held within
exceeds the column width and is cutoff, or if it is a number, it may be displaying as “#####.”

2014_Outstanding_Checks - Microsoft Excel

Formulas Data Review

K

Export Refresh

External Table Data
se (1D}

Acrobat

Design

Header Row  [C]] First Column

El Last Column

Banded Rows |:| Banded Columns
Table Style Options

Table Styles

[rr————

BERRRa = EEas -

C D E S — H ' J K
Person 1DEd Payee Name(1D) Bl county Provider (1D) Edl Payee AddressB@ Plcmnt Type Bl srvc catBd srvc Type Bl Rpt catBdl Pmnt StatusEd

Ashland County Gre
Ashland County Grec
Ashland County Grc
Bellas Group Home
Bellas Group Home
Bellas Group Home
Bellas Group Home
Bellas Group Home
Changes Group Hon
Hubbard, Old Moth
MNorthwest Passage
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Smith, Granny (922:
Snaggletooth Provii
Snaggletooth Provii
White (9221645)

White (9221646)

White (9221646)

White (9221645)

White (9221646)

November 2016

1234
1234

6932 Northwoods
65932 Northwoods
6932 Northwoods
7630 W Center 5t.
7630 W Center 5t. |
7630 W Center 5t.
7630 W Center 5t. |
7630 W Center 5t. |
E9490 Church Rd.,
3656 Leather Shog
l55 Street, Madisol
6472 Northwoaods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoaods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoaods
6472 Northwoods
6472 Northwoods
6472 Northwoods
6472 Northwoods
123 Rockbed Drive
123 Rockbed Drive
6392 West Forest |
6392 West Forest |
6392 West Forest |
6392 West Forest |

G

GH - Adultt Adulthood's
GH - Adultt Adulthood's
GH - Adultt Adulthood's
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Bellas Bellas Groug
GH - Choict Changes Grao

Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Group Home
Respite

RCC RCC - Mortt Residental P
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (R Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (Rl Foster Care Foster Home
Fstr Fam Hm (R Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
Fstr Fam Hm (Ri Foster Care Foster Home
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
|Subsidized Gua Subsidized Subsidized ¢
Subsidized Gua Subsidized Subsidized ¢
I‘I’reatment Fost Foster Care Foster Home
ITreatment Fost Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home
Fstr Fam Hm (N Foster Care Foster Home

6392 West Fc)resti

Fstr Fam Hm (N Foster Care Foster Home

One Time | One Time Re null

10 Cutstanding
10 Outstanding
10 Qutstanding
10 Cutstanding
10 Outstanding
10 Qutstanding
10 Cutstanding
10 Outstanding
22 Qutstanding
Cutstanding

8 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
& Outstanding
8 Outstanding
8 Outstanding
31 Outstanding
31 Outstanding
31 Qutstanding
31 Outstanding
31 Outstanding
31 Qutstanding
31 Outstanding
31 Outstanding
31 Qutstanding
31 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
8 Outstanding
& Outstanding
8 Outstanding

————
Formula Bar
L |Formue Bar

3/1/2014
2/1/2014
1/1/2014
3/1/2014
2/1/2014
1/24/2014
5/1/2014
4/1/2014
3/2/2014
7/13/2012
3/1/2014
2/1/2014
1/1/2014
12/1/2013
11/1/2013
10/1/2013
9/1/2013
8/1/2013
9/1/2013
1/1/2014
12/1/2013
6/1/2013
10/1/2013
8/1/2013
11/1/2013
2/1/2014
3/1/2014
7/1/2013
4/1/2014
4/1/2014
3/1/2014
2/1/2014
1/1/2014
1/24/2014

= é
& e = B¢
N 0 . Q R

|Pmnt start Bl Pmnt End Bl Days Paid B Pmnt Type B |Basic Ellsuppl Bllexcpt B
3/31/2014 31 Maint T $0.00 50.00
2/28/2014 28 Maint HEEH $0.00 $0.00
1/31/2014 31 Maint ] $0.00 50.00
3/31/2014 31 Maint T $0.00 50.00
2/28/2014 28 Maint T $0.00 $0.00
1/31/2014 8 Maint $520.00 $0.00 50.00
5/31/2014 31 Maint T $0.00 50.00
4/30/2014 30 Maint HEEH $0.00 $0.00
3/31/2014 30 Maint ] $0.00 50.00
7/15/2012 3 Maint $55.00 $0.00 50.00
3/31/2014 31 Maint \ s | 90.00 $0.00
2/2/2014 2 Maint 5 $13.71 50.00
1/31/2014 31 Maint $376.13 5185.81 50.00
12/31/2013 31 Maint $400.00 $0.00 $0.00
11/30/2013 30 Maint $400.00 $0.00 50.00
10/31/2013 31 Maint $400.00 $0.00 50.00
9/30/2013 30 Maint $400.00 $0.00 $0.00
8/31/2013 31 Maint $400.00 $0.00 50.00
9/30/2013 30 Maint $388.00 $0.00 50.00
1/31/2014 31 Maint $388.00 $0.00 $0.00
12/31/2013 31 Maint $388.00 $0.00 50.00
6/30/2013 30 Maint $388.00 $0.00 50.00
10/31/2013 31 Maint $388.00 $0.00 $0.00
8/31/2013 31 Maint $388.00 $0.00 50.00
11/30/2013 30 Maint $388.00 $0.00 50.00
2/28/2014 28 Maint $388.00 $0.00 $0.00
3/31/2014 31 Maint $388.00 $0.00 50.00
7/31/2013 31 Maint $388.00 $0.00 50.00
4/30/2014 30 Admin $0.00 $0.00 $0.00
4/30/2014 30 Maint $410.00 5128.00 $200.00
3/1/2014 1 Maint $13.23 $0.00 50.00
2/28/2014 28 Maint $410.00 $0.00 $0.00
1/23/2014 23 Maint 3304.19 $0.00 50.00
1/31/2014 8 Maint $105.81 $0.00 50.00
12/31/2013 31 Maint $400.00  S64.52 5$282.26

12/1/2013
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10. To resolve the issue described above, simply select the cell just above the first row (this selects the entire worksheet). Then double-click the line
between column A and Column B. This will expand each column in your table to fit the longest content.

IXII H ) - - El |= 2014_Outstanding_Checks - Microsoft Excel Table Tools,
Home Insert Page Layout Formulas i View Developer Acrobat Design
Table Mame: . mmarize with PivotTable 'j \j Header Row First Column
Tablel licates wser Total Row Last Column
[ Resize Table | - e ge 3 [¥] Banded Rows [ Banded Columns
F‘rc Table Style Options Table Styles

n

-

Case ]ID[: Child Name{lD]ﬂ County Person 1] - | Payee Name{lD]ﬂ County Provider {ID]: Payee AddressBd PIcmntTypeﬂ srvc catfd Srchypeﬂ Rpt catBd Pmnt Status|d Pmnt start Bl Pmnt End Bl Days o - | PmntTypeﬂ Basic | Suppl [~ | Excpt - |
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11. The end results should look something like this:

HH9- 8 |=

Home Insert

2014_Outstanding_Checks - Microsoft Excel |

Page Layout Formulas

Data

Review

View Developer Acrobat Design

Header Row D First Column

= BB ER
al@oF R

Table Name: i3] Summarize with PivotTable 3 3 Prope (=== 1= -W=1=1=1= - W ===1=]-]
Tablel j’1Rem0\re Duplicates D Total Row D Last Column
- Export Refresh

:] Resize Table = jf] Convert to Range - - Banded Rows D Banded Columns

Properties Tools External Table Data Table Style Options Table Styles

Al - fx | Case (ID)
i} B C D E F G H

)3 Case (ID) M Child Name(ID b County Person ID kdl Payee Name(ID hd County Provider (ID) hdl Payee Address M Plcmnt Type hd

2 Crispies, Gina (3223421) Crispies, Crackle (9228146)
3 |Crispies, Gina (9223421) Crispies, Crackle (9228146)
4 Crispies, Gina (9223421) Crispies, Crackle (9228146)

5 |Bear, Cindy (9223420)
6 Bear, Cindy (9223420)
7 |Bear, Cindy (9223420)
8 Bear, Cindy (9223420)
9 |Bear, Cindy (9223420)
10 Bear, Cindy (9223420)

Bear, Care (9228196)
Bear, Care (9228196)
Bear, Care (9228196)
Bear, Care (9228196)
Bear, Care (9228196)
Bear, Boo-boo (9228141)

11 Crispies, Gina (9223421} Crispies, Snap (9228145)
12 Crispies, Gina (9223421) Crispies, Snap (9228145)

13 Bird, Mom (9223460)
14 Bird, Mom (9223460)
15 |Bird, Mom (9223460)
16 Bird, Mom (9223460)
17 Bird, Mom (9223460)
18 Bird, Mom (9223460)
19 Bird, Mom (9223460)
20 Bird, Kid (9223480)
21 Bird, Kid (9223480)
22 Bird, Kid (9223480)
23 Bird, Kid (9223480)
24 Bird, Kid (9223480)
25 Bird, Kid (9223480)
26 Bird, Kid (9223480)
27 Bird, Kid (9223480)
28 Bird, Kid (9223480)
29 |Bird, Kid (9223480)
30 Bear, Cindy (9223420)
31 |Bear, Cindy (9223420)
32 Bear, Cindy (9223420)
33 Bear, Cindy (9223420)
34 Bear, Cindy (9223420)
35 |Bear, Cindy (9223420)
36 Bear, Cindy (9223420)
37
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Bird, Humming B. (9228471)
Bird, Humming B. {9228471)
Bird, Humming B. (9228471)
Bird, Humming B. (9228471)
Bird, Humming B. (9228471)
Bird, Humming B. (9228471)
Bird, Humming B. (9228471)
Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bird, Kid (9228217)

Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)
Bear, Boo-boo (9228141)

Ashland County Group Home (9221647)
Ashland County Group Home (9221647)
Ashland County Group Home (9221647)
Bellas Group Home (9221946}

Bellas Group Home (9221946)

Bellas Group Home (9221946)

Bellas Group Home (9221946)

Bellas Group Home (9221946)

Changes Group Home (9221966)
Hubbard, Old Mother (9221626)
MNorthwest Passage Child and Ad (9221503)
Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Smith, Granny (9221665)

Snaggletooth Provider Care {9221523)
Snaggletooth Provider Care (9221523)
White (9221646)

White (9221646)

White (9221646)

White (9221646)

White (9221646)

6932 Northwoods Drive, Ashland, W1 54806
6932 Northwoods Drive, Ashland, W1 54806
6932 Northwoods Drive, Ashland, W1 54306
7630 W Center St., Milwaukee, Wi 53222
7630 W Center St., Milwaukee, WI 53222
7630 W Center 5t., Milwaukee, WI 53222
7630 W Center St., Milwaukee, WI 53222
7630 W Center 5t., Milwaukee, Wi 53222
E9490 Church Rd., New London, WI 54961

3656 Leather Shoe Avenue, Ashland, WI 54806

55 Street, Madison, W1 53701

6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Morthwoods Drive, Ashland, Wi 54806
6472 Northwoods Drive, Ashland, W1 54306
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54306
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 543806
6472 Northwoods Drive, Ashland, W1 54306
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Northwoods Drive, Ashland, W1 54806
6472 Morthwoods Drive, Ashland, Wi 54806

1234 123 Rockbed Drive, Abbotsford, Wi 54405
1234 123 Rockbed Drive, Abbotsford, WI 54405

6392 West Forest St., Ashland, W1 54306
6392 West Forest St., Ashland, Wi 54806
6392 West Forest St., Ashland, W1 54806
6392 West Forest 5t., Ashland, Wi 54806
6392 West Forest St., Ashland, W1 54806

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Group Home

Respite

RCC

Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Fstr Fam Hm (Relative)
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship

Treatment Foster Home - Non-Relative
Treatment Foster Home - Non-Relative

Fstr Fam Hm (Mon-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)
Fstr Fam Hm (Non-Rel)

GH - Adulthood's Path 1l
GH - Adulthood's Path Il
GH - Adulthood's Path 1l
GH - Bellas
GH - Bellas
GH - Bellas
GH - Bellas
GH - Bellas
GH - Choices to Change

One Time Payment - Respite

RCC - Northwest Passage
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Subsidized Guardianship
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
Foster Care
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12. To hide a column or columns that you do not wish to see, select the column letter, right click, and choose Hide.

EH®9-®-4= 2014_Outstanding_Checks - Microsoft Excel ableTools ‘ o B ER
Home Insert Page Layout Formulas Data Review View Developer Acrobat Design & o = B 22
Table Name: | Summarize with PivotTable i | [ Properties Header Row D First Column (=== 1= -W=1=1=1= - W ===1=]-] ===== ===== ===== -
Tablel J~ 'Remove D ol @ COpenin Br D Total Row D Last Column -
Export Refresh S _
<:|> Resize Table ;J' Convert to Range - 2 Unlink Banded Rows D Banded Columns -
Properties Tools External Table Data Table Style Options Calibri + 11~ A" A" % ~ % % | Table Styles
| H1 - fe| srvecat BIZEHh-A- %8 4% v
F H | I J K L M N 0 P a R E
W Payee Address & cu pe____________BdlRpt cat B3 Pmnt status B Pmnt Start Bl Pmnt End K| Days Paid B Pmnt Type B Basic__Ed|suppi B excpt K3/l
~ 2 |6932 Northwoods Drive, Ashland, WI 54806 Group Home B3 copy ood's Path Il (GH) 10 Qutstanding 3f1/2014  3/31/2014 31 Maint $1,395.00 S0.00  $0.00
2 |6932 Northwoods Drive, Ashland, WI 54806 Group Home [, Paste Options: ood's Path I (GH) 10 Qutstanding 2/1/2014  2/28/2014 28 Maint $1,260.00 $0.00 $0.00
4 6932 Northwoods Drive, Ashland, WI 54806 Group Home A ood's Path Il (GH) 10 Qutstanding 1/1/2014  1/31/2014 31 Maint 51,395.00  50.00  50.00
5 |7630 W Center St., Milwaukee, W153222 Group Home Paste special. Group Home 10 Qutstanding 3f1/2014  3/31/2014 31 Maint $2,015.00 $0.00 $0.00
6 |7630 W Center St., Milwaukee, W153222 Group Home Group Home 10 Qutstanding 2/1/2014 2/28/2014 28 Maint $1,820.00 S0.00  $0.00
7 |7630 W Center St., Milwaukee, W153222 Group Home Insert Group Home 10 Outstanding 1/24/2014 1/31/2014 8 Maint $520.00 $0.00 $0.00
8 |7630 W Center St., Milwaukee, W153222 Group Home Delete Group Home 10 Outstanding 512014 5/31/2014 31 Maint $2,015.00 50.00  S$0.00
5 |7630 W Center St., Milwaukee, W153222 Group Home Clear Contents Group Home 10 Qutstanding 4f1/2014  4/30/2014 30 Maint $1,950.00 $0.00 $0.00
10 |E9490 Church Rd., New London, W1 54961 Group Home B Format Cells... 25 Group Home 22 Outstanding 3/2/2014 3/31/2014 30 Maint §5,708.40  50.00  50.00
11 |3656 Leather Shoe Avenue, Ashland, WI 54806 Respite Column Width..  me Respite Payment null Qutstanding 7/13/2012  7/15/2012 3 Maint $55.00  S0.00  S0.00
12 |55 street, Madison, W153701 RCC \ ;i - ‘ntal Program (Boys) (RCC) 8 Outstanding 3f1/2014  3/31/2014 31 Maint $3,069.00 50.00  S$0.00
13 6472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) Foster care Unide Home (Level 2+) 2 Outstanding 2/1/2014  2/2/2014 2 Maint 42679 $13.71  $0.00
146472 Northwoods Drive, Ashland, W154805  Fstr Fam Hm (Relative) FosterCare .~ . Home (Level 24) 8 Outstanding 1/1/2014  1/31/2014 31 Maint $376.13 $185.81  $0.00
15 6472 Northwoods Drive, Ashland, W154805  Fstr Fam Hm (Relative) Fostercare  |Foster Home (Level 24) 8 Outstanding 12/1/2013 12/31/2013 31 Maint $400.00  $0.00  $0.00
16 |6472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) Fostercare |Foster Home (Level 24) 8 Outstanding 11/1/2013 11/30/2013 30 Maint $400.00  $0.00  $0.00
176472 Northwoods Drive, Ashland, W154805  Fstr Fam Hm (Relative) Fostercare  |Foster Home (Level 2+) 8 Outstanding 10/1/2013 10/31/2013 31 Maint $100.00 $0.00  $0.00
186472 Northwoods Drive, Ashland, W154805  Fstr Fam Hm (Relative) Fostercare|Foster Home (Level 2+) 8 Outstanding 9/1/2013  9/30/2013 30 Maint $400.00  $0.00  $0.00
19 6472 Northwoods Drive, Ashland, W1 54806 Fstr Fam Hm (Relative) Fostercare  |Foster Home (Level 24) 8 Outstanding 8/1/2013  8/31/2013 31 Maint $400.00  $0.00  $0.00
20 6472 Northwoods Drive, Ashland, W154805  Subsidized Guardianship Subsidized Guardianship  |subsidized Guardianship 31 Outstanding 9/1/2013  9/30/2013 30 Maint $388.00 $0.00 $0.00 _
216472 Northwoods Drive, Ashland, W154805  Subsidized Guardianship Subsidized Guardianship | zed Guardianship 31 Qutstanding 1/1/2014  1/31/2014 31 Maint $388.00 30.00 $0.00 |
22 6472 Northwoods Drive, Ashland, W154806  Subsidized Guardianship Subsidized Guardianship  |Subsidized Guardianship 31 Qutstanding 12/1/2013 12/31/2013 31 Maint $388.00 $0.00  $0.00
23 |6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship | Sub5|d|zed Guardianship 31 Outstanding 6/1/2013  6/30/2013 30 Maint $388.00  $0.00  $0.00
246472 Northwoods Drive, Ashland, W154805  Subsidized Guardianship Subsidized Guardianship  |subsidized Guardianship 31 Qutstanding 10/1/2013 10/31/2013 31 Maint $388.00 $0.00  $0.00
25 6472 Northwoods Drive, Ashland, W154805  Subsidized Guardianship Subsidized Guardianship | zed Guardianship 31 Qutstanding 8/1/2013  8/31/2013 31 Maint $388.00 $0.00  $0.00
26 6472 Northwoods Drive, Ashland, W1 54806 Subsidized Guardianship Subsidized Guardianship | Sub5|d|zed Guardianship 31 Outstanding 11/1/2013 11/30/2013 30 Maint $388.00  $0.00  $0.00
276472 Northwoods Drive, Ashland, W154805  Subsidized Guardianship Subsidized Guardianship  |Subsidized Guardianship 31 Outstanding 2/1/2014  2/28/2014 28 Maint $388.00 $0.00  $0.00
286472 Northwoods Drive, Ashland, W154805  Subsidized Guardianship Subsidized Guardianship | Sub5|d|zed Guardianship 31 Qutstanding 3/1/2014  3/31/2014 31 Maint $388.00 $0.00  $0.00
296472 Northwoods Drive, Ashland, W154806  Subsidized Guardianship Subsidized Guardianship  [Subsidized Guardianship 31 Outstanding 7/1/2013  7/31/2013 31 Maint $382.00  $0.00  $0.00
30 |123 Rockbed Drive, Abbotsford, Wi 54405 Treatment Foster Home - Non-Relative |Fostercare |Foster Home (Level 2¢) 8 Outstanding 4/1/2014  a/30/2014 30 Admin $0.00  $0.00  $0.00
31123 Rockbed Drive, Abbotsford, W1 54405 Treatment Foster Home - Non-Relative |FosterCare  |Foster Home (Level 24) 8 Outstanding 4/1/2014  4/30/2014 30 Maint $110.00 $128.00 $200.00
326392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Non-Rel) Fostercare|Foster Home (Level 2+) 8 Outstanding 3/1/2014  3/1/2014 1 Maint $13.23  $0.00  $0.00
33 6392 West Forest St., Ashland, W1 54806 Fstr Fam Hm (Non-Rel) Fostercare  |Foster Home (Level 24) 8 Outstanding 2/1/2014  2/28/2014 28 Maint $410.00  $0.00  $0.00
346392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Non-Rel) Fostercare  |Foster Home (5-11 years old) 8 Outstanding 1/1/2014  1/23/2014 23 Maint $304.19  $0.00  $0.00
35 6392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Non-Rel) Fostercare  |Foster Home (Level 2+) 8 Outstanding 1/24/2004  1/31/2014 8 Maint $105.81  $0.00  $0.00
366392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Non-Rel) Fostercare  ||Foster Home (5-11 years old) 8 Outstanding 12/1/2013  12/31/2013 31 Maint $400.00  $64.52 $282.26
37
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13. Since the data is in a Table format, we are able to filter the results for specific information by selecting the header drop-down(s) that we wish to
filter, and choosing the value(s) to filter by. In our example below we are going to look at just our Group Home payment data.

FAIN™ B &= 2014_Outstanding_Checks - Microsoft Excel | | o B ER
Home Insert Page Layout Formulas Data Review View Developer Acrobat Design [~ 0 o = £
Table Mame: i3] Summarize with PivotTable 3 3 Properties Header Row  []] First Column I e s e -
Tablel 3 Remove Duplicates Open in B [ Total Row [ Last Column Epmp—— SEEEE —EEEE =====1"
. = Expart Refresh ===== EEEEE meo== === =====1
] Resize Table ] Convert to Range - - =S Banded Rows []] Banded Columns >
Properties Tools External Table Data Table Style Options Table Styles
Gl - fe | Plemnt Type A
D G L =
Wl Payee Name(ID B plomnt Type B ot start 2 mmwmmmmm—mmm
2 Ashland County Group Home (9221647) | 4] Sortatoz 3/1/2014  3/31/2014 31 $1,395.00 $1,395.00 Outstanding 6/17/2014
3 Ashland County Group Home (9221647) | %) sotZtos 2f1/2014  2/28/2014 28 $1,260.00 30.00 30.00 S0.00 30.00 S0.00 S0.00 $1,260.00 Qutstanding 6/17/2014
4 Ashland County Group Home (9221647) Sort by Color y 1/1/2014  1/31/2014 31 $1,395.00  $0.00  $0.00 $0.00  $0.00 $0.00  $0.00  $1,395.00 Outstanding 6/17/2014
5 Bellas Group Home (9221946) i 3/1/2014  3/31/2014 31 $2,015.00 $0.00  $0.00 $0.00  $0.00 20.00  $0.00 $2,015.00 Outstanding 6/17/2014
6 Bellas Group Home (9221946) ' 2/1/2014  2/28/2014 28 $1,820.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1,820.00 OQutstanding 6/17/2014
7 Bellas Group Home (9221946) 1/24/2014  1/31/2014 8 $520.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $520.00 Outstanding 6/17/2014
2 Bellas Group Home (9221946) Text Filters g 5/1/2014  5/31/2014 31 $2,015.00  $0.00  $0.00 $0.00  $0.00 $0.00  $0.00  $2,015.00 Outstanding 2/20/2014
9 |Bellas Group Home (9221946) Search 0 4/1/2014  a/30/2014 30 $1,950.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $1,950.00 Outstanding 8/20/2014
10 Changes Group Home (9221966) [ (Select Al 3f2/201a  3/31/2004 30 $5,708.40  $0.00  S0.00 $0.00 $0.00 50.00 $0.00 $5,708.40 OQOutstanding 6/17/2014
11 Hubbard, Old Mother (9221626) [IFstr Fam Hm {Non-Rel) 7/13/2012  7/15/2012 3 $55.00 $0.00 $0.00 $0.00  $0.00 40.00  $0.00 $55.00 Outstanding 6/17/2014
12 Morthwest Passage Child and Ad (9221503 Fstr Fam Hm (Relative) 3/1/2014  3/31/2014 31 $3,069.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $3,069.00 Outstanding 6/17/2014
13 Smith, Granny (9221665) s = 2/1/2014  2/2/2014 2 $26.79 $13.71  $0.00 $0.00  $0.00 $0.00  $0.00 $40.50 Outstanding 6/17/2014
14 Smith, Granny (9221665) Respite 1/1/2014  1/31/2014 31 $376.13 $185.81  $0.00 $0.00  $0.00 $0.00  $0.00 $561.94 Outstanding 6/17/2014
15 Smith, Granny (9221665) Subsidized Guardianship 12/1/2012 12/31/2013 31 $400.00 $0.00  $0.00 $0.00  $0.00 £0.00  $0.00 £400.00 Outstanding 6/17/2014
16 Smith, Granny (9221665) [ Treatment Foster Home - Non-Relative 11/1/2013  11/30/2013 30 540000 50.00  $0.00 40,00  50.00 £0.00 50.00 $400.00 Outstanding 6/17/2014
17 Smith, Granny (9221665) 10/1/2013 10/31/2013 31 $400.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $400.00 Outstanding 6/17/2014
18 Smith, Granny (9221665) 9/1/2013  9/30/2013 30 $400.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $400.00 Outstanding 6/17/2014
19 Smith, Granny (9221665) e = | 8/1/2012  8/31/2013 31  $400.00 $0.00  $0.00 $0.00  $0.00 £0.00  $0.00 £400.00 Outstanding 6/17/2014
20 Smith, Granny (9221665) 9/1/2013  9/30/2013 30 5$388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014 L
21 |Smith, Granny {9221665) Subsidized Guardianship 1f1/2014  1/31/2014 31 $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014 1
22 Smith, Granny [9221665) Subsidized Guardianship 12/1/2013 12/31/2013 31 5388.00 $0.00  $0.00 $0.00 $0.00 $0.00 $0.00 £388.00 Outstanding 6/17/2014
23 |Smith, Granny [9221665) Subsidized Guardianship 6/1/2013  6/30/2013 30 $388.00 50.00 50.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014
24 smith, Granny (9221665) Subsidized Guardianship 10/1/2013 10/31/2013 31 $388.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $388.00 Outstanding 6/17/2014
25 Smith, Granny [9221665) Subsidized Guardianship 8/1/2013 8/31/2013 31 $388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014
26 Smith, Granny [9221665) Subsidized Guardianship 11/1/2013 11/30/2013 30 $388.00 $0.00  S0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014
27 Smith, Granny (9221665) Subsidized Guardianship 2f1/2014  2/28/2014 28 5388.00 50.00 50.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014
28 Smith, Granny {9221665) Subsidized Guardianship 3f1/2014  3/31/2014 31 5383.00 $0.00  $0.00 $0.00 $0.00 50.00 $0.00 $388.00 Outstanding 6/17/2014
29 |Smith, Granny [9221665) Subsidized Guardianship 7/1/2013  7/31/2013 31 5388.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $388.00 Outstanding 6/17/2014
30 Snaggletooth Provider Care (9221523) Treatment Foster Home - Non-Relative 4/1/2014  4/30/2014 30 $0.00 S0.00  S0.00 $2,020.50 $0.00 $0.00 $0.00 $2,020.50 Qutstanding 6/11/2014
31 Snaggletooth Provider Care (9221523) Treatment Foster Home - Non-Relative 412014  4/30/2014 30 5410.00 $128.00 5200.00 $0.00 $0.00 50.00 $0.00 $738.00 Outstanding 6/11/2014
32 White (9221646) Fstr Fam Hm (Non-Rel) 3/1/2014  3/1/2014 1 $13.23 50,00 $0.00 $0.00  $0.00 $0.00  $0.00 $13.23 Outstanding 4/23/2014
33 White (3221646) Estr Fam Hm (Non-Rel) 2/1/2014  2/28/2014 28 $410.00 $0.00  $0.00 $0.00  $0.00 40.00  $0.00 £410.00 Outstanding 4/23/2014
34 White (9221646) Fstr Fam Hm (Non-Rel) 1/1/2014 1/23/2014 23 530419 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $304.19 Outstanding 4/23/2014
35 White (9221646) Fstr Fam Hm (Non-Rel) 1/24/2014  1/31/2014 8 $105.81  %0.00  $0.00 $0.00  $0.00 40.00  $0.00 $105.81 Outstanding 4/23/2014
36 White (9221646) Estr Fam Hm (Non-Rel) 12/1/2013 12/31/2013 31  $400.00 $64.52 $282.26 $0.00  $0.00 $0.00  $0.00 $746.78 Outstanding 4/23/2014
37
38
39 Total: $32,023.35
A0 =
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14. The end results should look something like the following:

Note: The results displayed are only our Group Home payments. However, the total that displays is the total for our entire exported results. If

you wish to see a “Subtotal” based on our filtered results, a new formula must be added to the worksheet.

IEI' LH - u}, |+ 2014 Outstanding_Checks - Microsoft Excel | o e 2
Home Insert Page Layout Formulas Data Review View Developer Acrobat Design & e o @ R
Table Name: |I_3J Summarize with PivotTable @ i) LS Properties Header Row  []| First Column S el e EEEE e -

Tablel ﬂ-‘*Remo\re Duplicates = Open in Browse D Total Row D Last Column —----| EEEEE EEEEE EEEEE o oo EEEEE S

; - Export Refresh === EEEEE EEEEE EEEEE ==m== PEEEE S S EEEE
<3> Resize Table = ;7] Convert to Range - - g2 Unlin Banded Rows |:| Banded Columns
Properties Toals External Table Data Table Style Options Table Styles
G1 - Jx | Plemnt Type v
L.

1 Mmmmmm—mm pmnt Total B check status 2 M

2 Ashland County Group Home (9221647) Group Home 3f1/2014  3/31/2014 31 $1,395.00 5$0.00 $1,395.00 Putstanding 6/17/2014

3 |Ashland County Group Home (9221647) Group Home 2f1/2014 2/28/2014 28 51,260.00 SO 00 SO 00 $0 00 30 00 SO 00 $0.00 $1,260.00 Putstanding 6/17/2014

4 Ashland County Group Home [9221647) Group Home 1/1/2014  1/31/2014 31 §1,395.00 $0.00  $0.00 $0.00 $0.00 $0.00 5$0.00 $1,395.00 pPutstanding 6/17/2014

5 Bellas Group Home (9221346) Group Home 3f1/2014a  3/31/2014 31 52,015.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $2,015.00 Putstanding 6/17/2014

6 Bellas Group Home (9221946) Group Home 2{1/2004  2/28/2014 28 $1,820.00 $0.00  $0.00 $0.00 5$0.00 $0.00 5$0.00 $1,820.00 Putstanding 6/17/2014

7 |Bellas Group Home (9221946) Group Home 1/2a/2014 1/31/2014 8 5520.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $520.00 Putstanding 6/17/2014

8 Bellas Group Home (9221946) Group Home 5/1/2014 5/31/2014 31 $2,015.00 $0.00  $0.00 $0.00 $0.00 $0.00 5$0.00 $2,015.00 Putstanding 8/20/2014

9 Bellas Group Home (9221946) Group Home 4{1/2014 4f30/2014 30 51,950.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1,950.00 Putstanding 8/20/2014

10 Changes Group Home (9221966) Group Home 3f2/2014  3/31/2014 30 $5,708.40  $0.00  $0.00 $0.00 5$0.00 $0.00 5$0.00 $5,708.40 JOutstanding 6/17/2014

= ~ J ~—

38

39 Total: $32,023.35

40

41

42

15. To add a Subtotal formula to your worksheet, type the following highlighted text, exactly as it is written, in the field directly above the Payment
Total. See the following page as an example of where to put the Subtotal. =SUBTOTAL(9,Table1[Pmnt Total])

Note: If the above formula does not work then type: =SUBTOTAL(9,51:57?)

Do not type the “??” in your formula. These are representing an unknown number. Select all your data in column S to get your full string.
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16. The end results should look something like the following:

\EI lg - .A |= 2014_Outstanding_Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat
e
_ldj %\e cut Calibri = =%] B = Wrap Text General - iji‘ % Bad Good Neutral g— ?‘
53 Copy = <
Paste o Format Painter I u- = EdMerge & Center - | $ v % s %G8 %0 I:C:rr:niﬂlonv;a\v = [calculation | | explanatory ... <) | msent Detete Fe
Clipboard Fl Alignment F] MNumber Fl Styles Cells
| u42 -

1 m—m—mmm—mm—mm—m—m
2 Ashland County Group Home (9221647) Group Home 3f1/201a  3/31/2014 31 51,395.00 $0.00 $0.00 $1,395.00 Outstanding

3 Ashland County Group Home (9221647) Group Home 2f1f2014  2/28/2014 28 51,260.00 $0.00 S0.00 30.00 30.00 $0.00 $0.00 $1,260.00 Outstanding

4 Ashland County Group Home (9221647) Group Home 1/1/2014  1/31/2014 31 §1,395.00 50.00  50.00 50.00  $0.00 50.00 50.00 51,395.00 Outstanding

5 Bellas Group Home (9221946) Group Home 3f1/2014  3/31/2014 31 5$2,015.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $2,015.00 Outstanding

6 Bellas Group Home (9221946) Group Home 2/1/2014 2/28/2014 28 $1,820.00  $0.00  $0.00 $0.00 $0.00 5$0.00 $0.00 51,820.00 Outstanding

7 Bellas Group Home (9221946) Group Home 1/24/2014  1/31/2014 8 5§520.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $520.00 Outstanding

8 Bellas Group Home (9221946) Group Home 5/1/2014 5/31/2014 31 $2,015.00 $0.00  $0.00 5$0.00 5$0.00 5$0.00 $0.00 52,015.00 Outstanding

9 Bellas Group Home (9221946) Group Home 4/1/2014  4/30/2014 30 51,950.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1,950.00 Outstanding

10 Changes Group Home (9221966) Group Home 3f2/201a  3/31/2014 30 $5,708.40  $0.00  $0.00 50.00 $0.00 $0.00 $0.00 $5,708.40 Outstanding

a7

38 Subtotal: $18,078.40

39 Total:  $32,023.35

AN

17. Notice that as the filter changes so does the Subtotal value:

|§“ -G+ 2014_Outstanding_Checks - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Developer Acrobat
:] j;;z:;y- Calibri 11 - A A = ;% S Wrap Text General ﬂ % Bad Good Neutral . E- E‘
Paste o rormatpainter | B 4 U~ = = FEMergeaCenter - | $ - % o+ | %3 5% ;:oorﬂg;ngalv =) [calculation || | explanatory ... < | Insert Delete e

Clipboard ] Font E} Alignment E} Number = Styles Cells

1 LEVEEETNEE) hd Plcmnt Type

Mmmmrm >Limit Bl extraord Bl adjust IS m_m

13 Smith, Granny (9221665) Fstr Fam Hm (Relative) 2{1/2014 2/2/2014 2 526.79  513.71 50.00 50.00 50.00 50 Outstanding
14 Smith, Granny (9221665) Fstr Fam Hm (Relative) 1/1/2014 1/31/2014 31 5376.13 5185.81 30.00 S0.00 $0.00 $0.00 $0.00 3561.94 Outstanding
15 Smith, Granny (9221665) Fstr Fam Hm (Relative) 12/1/2013 12/31/2013 31  $400.00 50.00 50.00 50.00 50.00 50.00 50.00 $400.00 Outstanding
16 Smith, Granny (9221665) Fstr Fam Hm (Relative) 11/1/2013 11/30/2013 30  5400.00 $0.00 $0.00 50.00 50.00 50.00 50.00 $100.00 Outstanding
17 Smith, Granny (9221665) Fstr Fam Hm (Relative) 10/1/2012 10/31/2013 31 5400.00 50.00 50.00 50.00 50.00 50.00 50.00 $400.00 Outstanding
18 Smith, Granny (9221665) Fstr Fam Hm (Relative) 9/1/2012  9/30/2013 30  $400.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $400.00 Outstanding
19 Smith, Granny (9221665) Fstr Fam Hm (Relative) 8f1/2012  8/31/2013 31  5400.00 50.00 50.00 50.00 50.00 50.00 50.00 $400.00 Outstanding
30 Snaggletooth Provider Care (9221523) Treatment Foster Home - Non-Relative 4/1/2014  4/30/2014 30 50.00 $0.00 $0.00 52,020.50 $0.00 $0.00 $0.00 $2,020.50 OQutstanding
31 Snaggletooth Provider Care (9221523) Treatment Foster Home - Non-Relative 412014  4/30/2014 30 5$410.00 $128.00 $200.00 $0.00 50.00 50.00 50.00 $738.00 Outstanding
32 White (9221646) Fstr Fam Hm (Non-Rel) 3/1/2014  3/1/2014 1 $13.23 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $13.23 Outstanding
33 White (9221646) Fstr Fam Hm (Non-Rel) 3/1/2014  2/28/2014 28 $410.00 $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $410.00 Outstanding
34 White (9221646) Fstr Fam Hm (Non-Rel) 1/1/2014  1/23/2014 23 $304.19  $0.00  $0.00 $0.00  $0.00 $0.00  $0.00 $304.19 Outstanding
35 White [9221646) Fstr Fam Hm (Non-Rel) 1/24/2014  1/31/2014 8 410581  $0.00  $0.00 40.00  $0.00 40.00  $0.00 4105.81 Outstanding
36 White (9221646) Fstr Fam Hm (Non-Rel) 12/1/2013 12/31/2013 31 $400.00 $64.52 $282.26 40.00  $0.00 $0.00  $0.00 4746.78 Outstanding
37 I\ /

38 Subtotal: $6,940.95

9 Total:  $32,023.35

40

a1
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Using a Pivot Table to Work With Your Data

Pivot tables offer another great option for working with and presenting your data in an easy to read report. The next several pages will walk through how to
create a Pivot Table from your exported results.

It’s easiest if you already have your data in a Table format. If you’ve followed the steps above (Exporting Results from the Checks and Payments Maintenance
Page) then you are all set and ready for the next steps.

1. Start by inserting a new Worksheet. Click just to the right of the current Tab that you are on.

28 Subsidized Guardianship Submdlzed Guardia
29 Subsidized Guardianship Subsidized Guardi
30 Treatment Foster Home - Mon-Relative Foster Care

31 Treatment Foster Home - Mon-Relative Foster Care

32 Fstr Fam Hm (Mon-Rel) Foster Care

33 Fstr Fam Hm (Mon-Rel) Foster Care

34 Fstr Fam Hm (Mon-Rel) Foster Care

35 Fstr Fam Hm (Mon-Rel) Foster Care

36 Fstr Fam Hm (Mon-Rel) Foster Care

37

38

39

40

41

42

43

R 2014 Outstanding_Checks %]

Ready | ] Insert Worksheet (Shift+F11
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2. Right Click on the newly inserted tab and select “Rename”. Then name the new tab.

27 ¥ 7
28 78
29 25
30 a0
31 31
32 37
33
a4 Insert... 33
@ Delete =
35 35
36 Eename 26
37 Maove ar Copy.. 37
33 3= View Code 28
39 [y Protect Sheet.. 39
40 Tab Caolar L4 A0
4l Hide 41
42 o 42
43 S 43
AA _ Select All Sheets ~
M 4 F M l 2014 DutsEndlrlg Checks ,l ShEELL__( = f_‘ b M l 14 DUtEEndlng Chedks 'l Pivot Tahle,(/%j }
Ready | = | ’ 4
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3. Click on the first cell of your data, choose the Design Tab, and from there select “Summarize with PivotTable”.

=R rYE
Home Insert

Page Layout Formulas

View Developer Acrobat

2014_Outstanding_Checks2 - Microsoft Excel

Table Mame: Q Header Row []] First Column e e EEEEE (EeeeE EEEEE | -

Tablel 3 Remove Duplicates [ Total Row [ Last Column —--- | EE==E EEEEE EEEEE St [EEEEE EEEEE |-

; ) = Export Refresh ==—--| EEEEE EooED EEEEE CoeoD Eeaeal eeeaEs =

<:|> Resize Table | f] Convert to Range - - £ Banded Rows |:| Banded Columns >

Properties Tools External Table Data Table Style Options Table Styles
A2 - Jx | Crispies, Gina (9223421)
B C D E F G

14 Case (ID) KA child Name(iD

2 |Crispies, Gina (9223421) ICrispies, Crackle (9228146) Ashland County Group Home (9221647) 6932 Northwoods Drive, Ashland, Wi 54806 Group Home GH - Adulth
3 |Crispies, Gina (9223421) Crispies, Crackle (9228146) Ashland County Group Home (9221647) 6932 Northwoods Drive, Ashland, WI 54806 Group Home

4 Crispies, Gina (9223421) Crispies, Crackle (9228146) Ashland County Group Home (9221647) 6932 Northwoods Drive, Ashland, Wi 54806 Group Home GH - Adulth
5 Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946) 7630 W Center 5t., Milwaukee, W1 53222 Group Home GH - Bellas,
6 Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946) 7630 W Center St., Milwaukee, W1 53222 Group Home GH - Bellas
7 |Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946} 7630 W Center St., Milwaukee, WI 53222 Group Home GH - Bellas
8 Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946) 7630 W Center St., Milwaukee, W1 53222 Group Home GH - Bellas
9 Bear, Cindy (9223420)  Bear, Care (9228196) Bellas Group Home (9221946) 7630 W Center 5t., Milwaukee, W1 53222 Group Home GH - Bellas
10 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) Changes Group Home (9221966) E9490 Church Rd., New London, WI 54961 Group Home

11 Crispies, Gina (9223421) Crispies, Snap (9228145) Hubbard, Old Mother (9221626) 3656 Leather Shoe Avenue, Ashland, W1 54806 Respite

12 Crispies, Gina (9223421) Crispies, Snap (9228145) Morthwest Passage Child and Ad (9221503) 55 Street, Madison, W1 53701 RCC

13 |Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care
14 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Car
15 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, WI 54806 Fstr Fam Hm (Relative) Foster Care
16 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care
17 |Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care
13 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Fstr Fam Hm (Relative) Foster Care
19 Bird, Mom (9223460) Bird, Humming B. (9228471) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, WI 54806 Fstr Fam Hm (Relative) Foster Care
20 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
21 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidize
22 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
23 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, WI 54806 Subsidized Guardianship Subsidize
24 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
25 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
26 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
27 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, WI 54806 Subsidized Guardianship Subsidized
23 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
29 Bird, Kid (9223480) Bird, Kid (9228217) Smith, Granny (9221665) 6472 Northwoods Drive, Ashland, Wi 54806 Subsidized Guardianship Subsidized
30 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) Snaggletooth Provider Care (9221523) 1234 123 Rockbed Drive, Abbotsford, Wi 54405 Treatment Foster Home - Non-Relative  Foster Care
31 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) Snaggletooth Provider Care (9221523) 1234 123 Rockbed Drive, Abbotsford, W1 54405 Treatment Foster Home - Non-Relative

32 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Mon-Rel)

33 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest 5t., Ashland, Wi 54806 Fstr Fam Hm (Mon-Rel)

34 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Mon-Rel)

35 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest St., Ashland, WI 54806 Fstr Fam Hm (Non-Rel)

36 Bear, Cindy (9223420)  Bear, Boo-boo (9228141) White (9221646) 6392 West Forest St., Ashland, Wi 54806 Fstr Fam Hm (Mon-Rel)

37
4 4 » M| 2014_oOutstanding_Checks .~ Pivot_Table ~#J 4] 1l

Ready | 3 |
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4. Select Summarize with PivotTable will bring up a Create PivotTable dialog box. Choose “Select a table or range” your table should already
populate that box.

For the second Radio Button option choose “Existing Worksheet” and then select the Pivot Table Tab that you just previously created. You can
do this by simply clicking on that new Tab and then clicking on the upper left most cell within that Tab.

|E| H92-0C-3al- ‘ | 2014_Outstanding_Checks - Microsoft Excel E
File Home Insert Page Layout Formulas Data Review View Developer Acrobat Design
Table Name liz| Summarize with PivotTable _"a.I\ E2 Properties Header Row First Column e e e
J~ ! Remove Duplicates Bl __ ¢ Cpenin Browser Total Row Last Column | |E==— | EEEEE EEEEE EEEEE EEEEE EEEEE EEEEE
y Export Refresh .. == e EEEEE EEEEE e EEEEE EEEEE
2 Resize Table | 4] Convert to Range g2 Unlink Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options Table Styles

&
Al - I | Crispies, Gina (9223421)
A B C D E F G H | ] K L M N 0] P a R
1} .
) !
3
a 2
&) Choose the data that you want to analyze
6 % Select a table or range
7 TablefRange: [Table1 Esl
e " Use an external data source
f{] Choose Connection... |
11 Connection name:
12 Choose where you want the PivotTable report to be placed
13 " Mew Worksheet
14 {¥ Existing Worksheet
= Location: [Pivot_Table!$AS1] S| {
15 [ | o |
17 £
18
M4k H 2014 Outstanding Chedks Pivot_Table %3 El 4

Po

int | E |
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5. Upon selecting OK on the dialog box the PivotTable will display

WE9-&-3-

Home Insert Page Layout Formulas Data Review

PivotTable Tools 2014_Cutstanding_Checks - Microsoft Excel

Wiew Developer Acrobat Options Design

= EP 52
a@o @ R

PivotTable M, 1 Adtive Field: = Gre Selectic [ R = —= Al o)
ivotTable Mame: ive Fiel #Z Eypand Entire Field % Group Selection 4l ? ;: ]Z ]% i g}-j -] 'lD
PivotTable2 @ Ungroup - - y e
. ) . == Collapse Entire Field ) Z Sort Insert | Refresh Change Data = Clear Select Move Summarize Show  Fields, ltems, | PivotChart OLAP  What-If
@ Options ~ ‘)ﬂ Field Settings = 33 Group Field Al Slicer = - Source - 7 PivotTable | Values By = Values As & Sets~ Tools = Analysis
PivotTable | Active Field | Group Sort & Filter | Data | Actions | Calculations Tools
AL & 5|
A B | p e | f | e [ w [ 0o [ 3] x | ¢ | m [ n 0 P a R 7| PivotTable Field List

To build a report, choose
fields from the PivotTable
Field List

IR A S i I I NICI G

B
A
B

aa
W 4 » M| 3014 Outstanding_Checks | Pivot_Table . #J -
Resty | 7 |
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>
r X
Choose fields to add to report: M |
-

[ Case {ID)

[ child Name(ID)

[ County Person ID
[JPrayee Name(ID)

[ County Provider {ID}
[ Payee Address
[JPlcmnt Type

[ srvc Cat

O 5rvc Type

[CRpt Cat

[JPmnt Status

[JPmnt Start

CJPmnt End

[J Combined Date

[ Days Paid

[JPmnt Type

[ Basic —
[ 5upel

[ Excpt

[ Admin

[ =Limit

[JExtraord

M Adiust &

Drag fields between areas below:
¥ ReportFilter [ column Labels

[ Row Labels E Values

a1

( ["] Defer Layout Update Update

m 100% (- U ()
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6. Now you can start creating your PivotTable. Drag items from the “fields to add to report” to your “Row Labels” box and “Values” box.

®| H9-™- |Q |= PivotTable Tools 2014_Outstanding_Checks - Microsoft Excel o P ER

Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design £ 0 o BB ER
PivotTable Name: Active Field: = R % Group Selection | 5 = L i) o= o= ln il ey
PivotTable2 Payee Mame(ID] B <@ Ungroup : L E L E E i :_J— E\;'j
G optons = | @i eiaseigs ~3COMPENIEEOG | iy | S | K|St Omiee| o sied v | e S Pl | i oL
PivotTable | Active Field | Group | Sort & Filter | Data | Actions | Calculations | Tools |
Al - fe | Row Labels v
A h B | C D E F G H | i} K L M N (o] P Q R | PivotTable Field List
1 [Row Labels - ]
2 |Ashland County Group Home (9221647) CinreR R EEE T s
3| |Bellas Group Home (9221946) [ Child Name{ID) -
4 |Changes Group Home (9221966)
5| Hubbard, Old Mother (3221626) ([ Payee Name(1D)
6 |Northwest Passage Child and Ad (9221503) )
"7 Srith, Granny (9221665) EIRSE e
— [JPlcmnt Type
& Snaggletooth Provider Care (9221523) DJsrve Cat
White (9221646) OSrve Type
10 Grand Total [Rpt Cat
41_&‘ J [Pmnt Status
12 [Pmnt Start
13| [IPmntEnd
? [ Combined Date
? [ Days Paid
E OPmnt Type
— [Basic
=l O suppl
£ [JExcpt b
19| [ Admin
20 [ =Limit
E _|| |OExtraord
T | | Cadiust
BTy CPmnt Tntal i
ﬂ Drag fields between areas below:
25| “¥ Report Filter [ Colundn Labels
26|
27
28
29|
30|
31
32 /
3 "
34 2] Row Labels E  Values
Eal Payee Mame(... ~
36 |
37|
38
39|
40 |
41
42 L
43
“aal ¥ | [] Defer Layout Update
4 4 » W[ 2014 Outstanding Checks | Pivot_Table .~ %J - Mo il 30
Ready | P3| B o00% O U
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7. Your Row Labels represent the specific “unique” elements that you look at your data across. In our example we are going to look at our payment
data across Payee and Child. In other words, we want to create a display of all payments (within our data) broken down by Payee and Child.

E D&~ ProiTaDle 1001 2014_Outstanding_Checks - Microsoft Excel = &R
Home Insert Page Layout Formulas Data Review View Developer Acrobat Cptions | Dresign & e o g E3
PivotTable Name: Active Field: = Group Selection j o o= a— Ia il HEn
#= Expand Entire Field v b } l ‘} {. L @ @ @ Jz J%. ij.-‘l W
PivotTable2 Payee Mame(ID} % Ungroup - = e TR

Z| sort Insert | Refresh Change Data | Clear Select  Move summarize  Show

“E Collapse Entire Field Fields, Items, | PivotChart OLAP  What-If

[ Options - D Field Settings #7] Group Field Slicer = - Source * - ~  PivotTable | Values By - Value & Sets - Tools ~ Analysis
PivotTable Active Field Group Sort & Filter Data Actions Calculations Tools Show
| Al - 5~ | Row Labels v
Al A N\ =B c D E F G H 1 ) K L M N o P a R || PivotTable Field List - %
il IRow Labels A ] - |
0 | = Ashland County Group Home [9221647) Cimre= 1= {5 iy
B Crispies, Crackle (9228146) [ Child Name(ID) =
1 | =Bellas Group Home (9221946) [ County Person ID
5 Bear, Care [9228196) M Payee Name(ID)
6 | =/Changes Group Home (9221966) [ County Provider (D)
[JPayee Address
7 Bear, Boo-boo (9228141) [ Plemnt Type
£ | ='Hubbard, Old Mother (9221626) Clsrve cat
B Crispies, Snap (9228145) [ Srve Type
0 | =~'Northwest Passage Child and Ad (9221503) CJRpt Cat
1 Crispies, Snap (9228145) [JPmnt Status
2 =ISmith, Granny (9221665) [JPmnt Start
3 Bird, Humming B. (9228471) [Pmnt End
4| Bird, Kid (9228217) [ Combined Date
|5 | =Snaggletooth Provider Care (9221523) L1Days Paid
6  Bear, Boo-boo (9228141) g;::z ls
7 =White (9221646) O sumpl
8 Bear, Boo-boo (9228141) [CJExept b
‘{G rand Total J [ Admin
20 [ =Limit
21 _| [JExtraord
2 || O Adijust
23 C1Pmnt Trtal >
24 Drag fields between areas below:
25 “ Report Filter FH Column Labels
26
27
28
29
30
31
32
33
34 /EE Row Labels \ X Values
i Payee MName(... ¥
36 \| Chid Name () ~ )
37
38
39
40
41
42 L
43
A *| [ Defer Layout Update
oA F 2014 Outstanding_Checks Pivot_Table %1 El 4] 1ill 3 E|
Ready | 3 | ||E|E 100% (=————(+)
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8. Now you can start setting up the specific values that you want to look at. In this instance we are going to look at Cost “buckets”.

HE9-&-3 PivotTable Tools 2014_Outstanding_Checks - Microsoft Excel = B 52
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options | Design & 0 = e E2
PivotTable Name: Active Field: = — @ Group Selection | 4| ATz = oy = o= O I i)
PivotTable2 Payee Mame(ID} SRR <@ Ungroup ‘ l E L é M E ) 1 i :"j -
5 Options + @ Field Settings  ~ Collapse Entire Field fﬂ Group Field 11 Sort SI:'::::‘I:' Refiesh Chsa:ugre(EDvata Clsar Selved: Pivl\;ﬂg\;eble C:;z:{agﬁ— 5|SL:13‘: Fleg:‘];,eitsevms, PivotChart Tuj;I—P _nﬂhIJaEIEf
PivotTable Active Field Group Sort & Filter Data Adtions Calculations Tools
| Al - (- b3 | Row Labels v
\ A " 8 N\ c D E F G H 1 J K L M N 0 P < | PivotTable Field List v x
1 [Row Labels + lsum of Basic ] @~ |
2 = Ashland County Group Home (9221647) 4050 TR i el Bk
3 Crispies, Crackle {9228146) 4050 bbb -
[ County Provider (ID)
4 =IBellas Group Home (9221946) 8320 ClPayee Address
5] Bear, Care (9228196) 8320 [JFlemnt Type
6 =ch Group Home (9221966) 5708.4 Osrve Cat
7 Bear, Boo-boo (9228141) 5708.4 [Srve Type
8 =Hubbard, Old Mother (9221626) 55 [ORpt Cat
9 Crispies, Snap (3228145) 55 [pmnt Status
10 = Northwest Passage Child and Ad (9221503) 3069 CIPmnt Start
11 Crispies, Snap (9228145) 3069 L1Pmnt End
12 =Smith, Granny (9221665) 6282.92 gg:m:::ij pate
13 Bird, Humming B. (9228471) 2402.92 v
14 Bird, Kid (9228217) 3880 (' [l Basic
15 =Snaggletooth Provider Care (9221523) 410 NImET -
16 Bear, Boo-boo (9228141) 410 [Excpt
17 = White (9221646) 1233.23 O Admin
18 Bear, Boo-boo (9228141) 1233.23 O =Limit
19 Grand Total 29128.55 CExtraord
20 [ Adjust b
o OPmnt Total
=|| |[Check Status
22 []Check Disposition Date -
23
21 Drag fields between areas below:
25 ¥ Report Filter T Column Labels
26
27
28
29
30
31 |
32
33
34 4 Row Labels Z  Values
e Payee Name(... ™ Sumof Basic  ~
36 Child Name(ID) * |\ y
37
38
39
40
41
42 L
43
COn wm Outstanding_Checks | Pivot_Table % - [l4] [

Reacy | 3 |
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9. Your desired data values might look something like the following:

HE9-&-3 PivotTable Tools 2014_Outstanding_Checks - Microsoft Excel = B 52
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options | Design & 0 = e E2
FivotTable Name: Active Field: = e % Group Selection | 4 = Ty o= = o I T
PivotTable2 Payee Mame(ID} SRR <@ Ungroup ‘ l E L é JZ J% ) 1 . Bl ‘:V
5 Options + "A Field Settings = Collapse Entire Field fﬂ Group Field 11 Sort SI:'::::‘I:' Refiesh Chsa:ugre(EDvata Clsar Selved: ?'::E?_ﬁalﬁ‘;c raISL:?::\_r Fleg:‘];,eitsevms, PivotChart TLJ,;I—P _nahLaE,Ef
PivotTable Active Field Group Sort & Filter Data Adtions Calculations Tools
| Al - (- b3 | Row Labels v
\ A B c D E F A H 1 J K L M “Z] PivotTable Field List - x
1 |R0w Labels ~ ISum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total [] & v|
2 = Ashland County Group Home (9221647) 4050 0 0 0 4050 TR i ol Bk
3 Crispies, Crackle {9228146) 4050 0 0 0 4050 bl i -
[ County Provider (ID)
4 =IBellas Group Home (9221946) 8320 0 0 0 8320 CJPayee Address
5 Bear, Care (9228196) 8320 0 0 0 8320 CJPlannt Type
6 =ch Group Home (9221966) 5708.4 0 0 0 5708.4 Osrve Cat
7 Bear, Boo-boo (9228141) 5708.4 0 o 0 57084 Osrve Type
8 = Hubbard, 0ld Mother (9221626) 55 0 0 0 55 [RptCat
9 Crispies, Snap (3228145) 55 0 0 0 55 [Opmnt Status
10 = Northwest Passage Child and Ad (9221503) 3069 0 0 0 3069 CIPmnt Start
11 Crispies, Snap (9228145) 3069 0 0 0 3069 gz:;;:‘; e
12 =Smith, Granny (9221665) 6282.92 199.52 0 0 6432.44 ClDays Paid
13 Bird, Humming B. (9228471) 2402.92 199.52 o 0 2602.44 [CJPmnt Type
14 Bird, Kid (9228217) 3330 0 o 0 3880 [¥] Basic
15 =Snaggletooth Provider Care (9221523) 410 128 200 2020.5 2758.5 [ Suppl
16 Bear, Boo-boo (9228141) 410 128 200 2020.5 2758.5 [¥] Excpt
17 = White (9221646) 1233.23 64.52 282.26 0 1580.01 [ Admin
18 Bear, Boo-boo (9228141) 1233.23 64.52 282.26 0 1580.01 O =Limit
19 Grand Total \_ 2912855 392.04 48226 20205 32023.35/ LExtraord | |
20 [ Adjust
a1 Pmnt Total -
=|| |[Check Status
22 []Check Disposition Date -
23
21 Drag fields between areas below:
25 ¥ Report Filter T column Labels
26 = Values A
27
28
29
30
31 T
32
33
34 4 Row Labels & Values 3\
e Payee Name(... * Sumof Basic  ~
36 Child Name(ID) ~ Sumof Suppl *
37 Sumof Excpt ™
38 sum of Admin~ *
39 Sum of Pmnt... ~
40 N—
41
42 L
43
COn wm Outstanding_Checks | Pivot_Table % - [l4] [

Reacy | 3 |
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10. The default display is a “compact” view, not necessarily the easiest to look at. So let’s change how things look. Click anywhere on your report
and then click on the “Design” tab. Then choose “Report Layout” and select “Show in Tabular Form™.

X HdD-® -4+ | ProtTabie Toos 2014_Outstandin1

Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design

—_:'5‘ [¥#] Row Headers [ Banded Rows SE=== - == = ===== =S==== S==== =S====

Subtotals Grand

Report | Blank Column Headers []] Banded Columns | | == === =====

= Totals = |Layout =|Rows =
Layou = tyle Options PivotTable Styles
Al —;_é Show in Compact Form M
—= ) ) B C D E F G H

1 [RowlLabels =i Shourin Outiine Form wm of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2 =Ashland Co —= 4050 0 0 0 4050
3 Crispies,| | =5 Show inIabular Form 4050 0 0 0 4050
4 | = Bellas Grou 8320 (1] 0 0 8320
5 Bear, Car = Repeat All ltem Labels 8320 0 1] 0 8320
6 =Changes Gr — 5708.4 0 0 0 5708.4
7 Bear, Boc :§§ Do Not Repeat lhen Labels 5708.4 0 0 0 5708.4
8 | ZHubbard, 0 — 55 0 0 0 55
9 Crispies, Snap (9228145) 55 1] 1] 1] 55
10 = Northwest Passage Child and Ad (9221503) 3069 0 0 0 3069
11 Crispies, Snap (9228145) 3069 0 0 0 3069
12 ='Smith, Granny (9221665) 6282.92 199.52 0 0 6482.44
13 Bird, Humming B. (9228471} 2402.92 199.52 0 0 2602.44
14 Bird, Kid (9228217) 3880 0 0 o 3880
15 ='Snaggletooth Provider Care (9221523) 410 128 200 2020.5 2758.5
16 Bear, Boo-boo (9228141} 410 128 200 2020.5 2758.5
17 ='White {9221646) 1233.23 64.52 282.26 0 1580.01
18 Bear, Boo-boo (9228141} 1233.23 64.52 282.26 0 1530.01

d Total 20128.5 32023.35
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11. Notice that the children are no longer nested under the Payee and that they now have their own column. Also notice that we added Payment Begin
and End Dates to our Row Labels.

Ed9-

Insert Page Layout

Formulas Data

Review View

Developer Acrobat

PivotTable Tools
Cptions Design

2014_Outstanding_Checks - Microsoft Excel

= EP 23

a @ = =

Report Blank

Row Headers

D EBanded Rows

Subtotals Grand Column Headers [] Banded Columns
2 Totals = Layout~ Rows ~
Layout PivotTable Style Options PivotTable Styles
Al - e | Payee Name(ID) _ v
A B c D E F [ | PivotTable Field List

1 |Payee Name(ID) - |Child Name(ID) - | Pmnt Start ~ |Pmnt End ~ | $um of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total []

2 | =Ashland County Group Home (9221647) = Crispies, Crackle (9228146]  =1/1/2014  1/31/2014 1395 0 0 0 1395 St R mal Wit

3 1/1/2014 Total 1395 0 0 0 1395 E;:::: P";::;E;)

4 =2/1/2014  2/28/2014 1260 0 0 0 1260 DlPoyes Address

5 2/1/2014 Total 1260 0 0 0 1260 CJPlamnt Type

6 =3/1/2014  3/31/2014 1395 0 0 0 1395 [Srve Cat

7 3/1/2014 Total 1395 0 0 0 1395 Osrve Type

8 Crispies, Crackle (9228146) Total 4050 0 0 0 4050 [ORpt Cat

9 |Ashland County Group Home (9221647) Total 4050 0 0 0 4050 [Opmnt Status

10 | = Bellas Group Home (9221946) =IBear, Care (9228196) =1/24/2014  1/31/2014 520 0 0 0 520 [ Pmnt Start

11 1/24/2014 Total 520 0 0 0 520 =| | Pmnt End

12 =2/1/2014  2/28/2014 1820 0 0 0 1820 g ;:m::;: Date

13 2/1/2014 Total 1820 0 0 0 1820 O pm:twpe

14 =3f1/2014  3/31/2014 2015 0 0 0 2015 [l Basic

15 3/1/2014 Total 2015 0 0 0 2015 ™ suppl

16 24/1/2014  4/30/2014 1950 0 0 0 1950 ] Excpt

17 4/1/2014 Total 1950 0 0 0 1950 Admin

18 =5/1/2014  5/31/2014 2015 1] 0 1] 2015 [ =Limit

19 5/1/2014 Total 2015 0 0 0 2015 [Extraord

20 Bear, Care (9228196) Total 8320 0 0 0 8320 D adjust _

[+] Pmnt Total

21 Bellas Group Home (9221946) Total 8320 0 0 0 8320 | | Ocheck status

22 | =Changes Group Home (9221966) = Bear, Boo-hoo (9228141) =3/2/2014  3/31/2014 5708.4 0 0 0 5708.4 D] Check Disposition Date =
23 3/2/2014 Total 5708.4 0 0 0 5708.4

24 Bear, Boo-boo (9228141) Total 5708.4 0 0 0 5708.4 Brg fidkds between areasbaon:

25 Changes Group Home (9221966) Total 5708.4 0 0 0 5708.4 7 Report Filter H Column Labels
26 | = Hubbard, Old Mother (9221626) = Crispies, Snap (9228145) =7/13/2012  7/15/2012 55 0 0 0 55 = Vaues =
27 7/13/2012 Total 55 0 0 0 55

28 Crispies, Snap (9228145) Totgl 55 0 0 0 55

29 Hubbard, Old Mother (9221626) Total 55 0 0 0 55

30 | = Northwest Passage Child and Ad (9221503) =/ Crispies, Snap (9228145) =3/1/2014 3/31/2014 3069 1] 0 1] 3069

31 3/1/2014 Total 3069 0 0 0 3069

32 Crispies, Snap (9228145) Totgl 3069 0 0 0 3069

32 Morthwest Passage Child and Ad (9221503) Total 3069 0 0 0 3069

34 =Smith, Granny (9221665) =Bird, Humming B. (9228471  =8/1/2013  §/31/2013 400 0 0 0 400 330 Row Labels 3

e 8/1/2013 Total 400 0 0 0 400 Payee Mamel... ¥ Sumof Basic v
36 =9/1/2012  9/30/2013 400 0 0 0 400 Chid Name(D) ~ || | Sumofsupd
37 9/1/2013 Total 200 0 0 0 400 SumofExcpt
38 =10/1/2013 10/31/2013 400 0 0 0 400 Sum of Admin
39 10/1/2013 Total 400 0 0 0 400 Sum of Pront ... ¥
40 =11/1/2013 11/30/2013 400 0 0 0 400

41 11/1/2013 Total 400 0 0 0 400

42 =12/1/2013 12/31/2013 400 0 0 0 400

43 12/1/2013 Total 400 0 0 0 400

AA —iaf1fan1a EWEENLTEY ] 276 12 195 @1 n n S51 04 Yl Defer Layout Update Update
4 4 b W[ 2014 Outstanding_Checks | Pivot_Table /¥ \ "7 4] L1

Ready | 3 | [EEERT e, y! ¥
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12. The problem with adding Payment Start and End is that the Pivot Table wants to “Subtotal” these. If we were to select one or the other it will not
do this. If you select both as is in the screen-shot above you will notice the Total value below each. If we want to see both values we can simply
add a column in our data worksheet that combines the two. Here’s a sample of how to do that. Note: The formula can be typed in the first cell and
then simply fill down the rest of your data.

FAIN™ B AR e RN | 2014_Outstanding_Checks2 - Microsoft Excel =
Home Insert Page Layout Farmulas Drata Review View Dreveloper Acrobat I Dresign I
Table Name: “_.':'J Summarize with PivotTable ; i) [T Froperties Header Row [ First Column == == - W === = — W ==]=]—=]—] e | e | -
Tablel ﬂ'qRemoveDuplicates - Open in Browser | [ Total Row [ Last Column - - - -| EEEEE EEEES SEEEE = lEeE==E=]E
; — Export Refresh S EEEEE e Ee e =====1m-
'3' Resize Table | [ff] Convert to Range - - 2 Unlin Banded Rows |:| Banded Columns =~
Properties Toals External Table Data Table Style Options Table Styles
N2 - fe | =TEXT(L2,"mm/dd/yyyy")&" - "&TEXT(M2,"mm/dd/yyyy") <—
G H | 1 K L
1 [ Msvecat  Blsverype BdlrptcatBd pmint Status BlPmnt start B Pmn Days Paid Bd|Pm?
zIGroup Home GH - Adulthood's Path 11 Adulthood's Path 11 {GH) 10 Outstanding 3f1/2014 A03/01/2014 - 03/31/2014 31 Mart
3 Group Home GH - Adulthood's Path 1I Adulthood's Path 1l {GH) 10 Outstanding 2/1/2014 02/01/2014 - 02/28/2014 28 Map
4 Group Home GH - Adulthood's Path 11 Adulthood's Path 11 {GH) 10 Outstanding 1/1/2014 01/01/2014 - 01/31/2014 31 Mai
5 Group Home GH - Bellas Bellas Group Home 10 Outstanding 3f1/2014 03/01/2014 - 03/31/2014 31 Maijg
6 Group Home GH - Bellas Bellas Group Home 10 Outstanding 2/1/2014 02/01/2014 - 02/28/2014 28 Mai
7 Group Home GH - Bellas Bellas Group Home 10 Outstanding 1/24/2014 01/24/2014 - 01/31/2014 8 Ma
3 Group Home GH - Bellas Bellas Group Home 10 Outstanding 5/1/2014 05/01/2014 - 05/31/2014 31 Mai
9 Group Home GH - Bellas Bellas Group Home 10 Outstanding 4/1/2014 04/01/2014 - 04/30/2014 30 Mai
10 Group Home GH - Choices to Change Changes Group Home 22 Qutstanding 3/2/2014 3/31/2014|03/02/2014 - 03/31/2014 30 Maid
11 Respite One Time Payment - Respite  One Time Respite Payment null Outstanding 7/13/2012  7/15/2012|07/13/2012 - 07/15/2012 3 Mag
12 RCC RCC - Northwest Passage Residental Program (Boys) (RCC) 8 Outstanding 3/1/2014  3/31/2014|03/01/2014 - 03/31/2014 31 Ma#
13 Fstr Fam Hm (Relative) Foster Care Foster Home (Level 2+) 8 Outstanding 2{1/2014 2/2/2014|02/01/2014 - 02/02/2014 2 Mai
14 Fstr Fam Hm (Relative) Foster Care Foster Home (Level 2+) 8 Outstanding 1/1/2014 1/31/2014Q1/01/2014 - 01/31/201: 31 Maig
3 Mk B o] e Mal=ds & Easde me (Leve B A Uiskaasies 12/ 0 ! Lok B/ 2013 - } . 1.0
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13. If we add our new column to our Row Labels we will have something that looks like the following:

@ | lg ) - ul | = PivotTable Tools 2014_Outstanding_Checks - Microsoft Excel SN
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design [ e o P 22
h‘j * cut Calibri == [; P S Wrap Text General - *é‘ ﬂ Mormal Bad Good W [ﬁ
aste . = . . <o 9 | Conditional Format |Z| Explanatory E S;rt& Find &
P Format painter L EBMerge & Center - | $ - % 1 | 5B 53 Formatting  as Table Sxplanatory... | Py Filter~ Select ~
Clipboard Fl Font Fl Alignment Fl Mumber Fl Styles diting
| Al - 5 | Payee Name(ID) v
A B C D E F G H T4 | PivotTable Field List v X
1 |Payee Name(ID) - JChild Name(ID) h thined Date )Sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total F - |
2 | = Ashland County Group Home (9221647) =ICrispies, Crackle (9228146)|01/01/2014 - 01/31/2014 1395 0 0 0 1395 e R T
3 02/01/2014 - 02/28/2014 1260 1] 1] 0 1260 irayes nanTeuu,‘ d
[JCounty Provider (ID)
4 03/01/2014 - 03/31/2014 1395 1] 1] 0 1395 [Payes Address
5 Crispies, Crackle (9228146) Total 4050 ] ] 0 4050 [JPlemnt Type
6 Ashland County Group Home (9221647) Total 4050 0 0 0 4050 [5rve Cat
7 = Bellas Group Home (9221946) =Bear, Care (9228196) 01/24/2014 - 01/31/2014 520 4] 4] [1] 520 [srve Type
8 02/01/2014 - 02/28/2014 1820 1] 1] 0 1820 =| |ORptCat
9 03/01/2014 - 03/31/2014 2015 4] 4] 1] 2015 [CIPmnt Status
10 04/01/2014 - 04/30/2014 1950 0 0 0 1950 CIPmnt Start
11 05/01/2014 - 05/31/2014 2015 0 0 0 2015 LIPmnt End
[v] Combined Date
12 Bear, Care (9228196) Total 8320 0 0 0 8320 [JDays Faid
13 Bellas Group Home (9221946) Total 8320 0 0 0 8320 ClPmnt Type
14 | = changes Group Home (9221966) =IBear, Boo-boo (9228141) |03/02/2014 - 03/31/2014 5708.4 0 0 0 5708.4 [¥] Basic
15 Bear, Boo-boo (9228141) Total 5708.4 0 0 0 5708.4 [# Suppl
16 Ch Group Home (9221966) Total 5708.4 0 0 0 5708.4 | | Exept
17 ='Hubbard, Old Mother (9221626) =Crispies, Snap (9228145) |07/13/2012 - 07/15/2012 55 1] 1] 0 55 [v] Admin
18 Crispies, Snap (9228145) Totdl 55 0 0 0 55 [ =Limit
19 Hubbard, Old Mother (9221626) Total 55 0 0 0 55 ClExtraord
20 | = Northwest Passage Child and Ad (9221503) = Crispies, Snap (9228145) |03/01/2014 - 03/31/2014 3069 0 0 0 3069 Dadjust 2
21 Crispies, Snap (9228145) Total 3069 0 0 0 3069 E;‘; ;(t;;::
22 |Morthwest P ge Child and Ad (9221503) Total 3069 0 0 0 3069 [Check Dispsition Date _'I
23  ='Smith, Granny (9221665) =Bird, Humming B. (9228471)01/01/2014 - 01/31/2014 376.13 185.81 1] 0 561.94
24 02/01/2014 - 02/02/2014 26.79 1371 ] 0 40.5 Drag fields between areas below:
25 08/01/2013 - 08/31/2013 400 1] 1] 0 400 “W Report Filter “H column Labels
26 09,/01/2013 - 09/30/2013 400 1] 0 0 400 = Values =
27 10/01/2013 - 10/31/2013 400 1] 1] 0 400
28 11/01/2013 - 11/30/2013 400 1] 1] 0 400
29 12/01/2013 - 12/31/2013 400 1] 1] 0 400
30 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
31 = Bird, Kid (9228217) 01/01/2014 - 01/31/2014 388 0 0 0 388
32 02/01/2014 - 02/28/2014 388 1] 1] 0 388
33 03/01/2014 - 03/31/2014 388 1] 1] 0 388
34 06/01/2013 - 06/30/2013 388 0 0 0 388 98 RowLabels 5 Vales
35 07/01/2013 - 07/31/2013 388 1] 1] 0 388 Payes Name(... ¥ Sum of Basic -
36 08/01/2013 - 08/31/2013 388 0 0 0 388 T ~ || [ Sumofsups  ~
37 09/01/2013 - 09/30/2013 388 0 0 0 388 SumofExcpt v
38 10/01/2013 - 10/31/2013 388 1] 0 0 388 sumof Admn ™
39 11/01/2013 - 11/30/2013 388 1] 0 0 388 Sum of Pmnt... *
40 12/01/2013 - 12/31/2013 388 1] 1] 0 388
41 Bird, Kid (9228217) Total 3880 0 0 0 3880
42 Smith, Granny (9221665) Total 6282.92 199.52 0 0 6482.44
43 | =snaggletooth Provider Care (9221523) =i Bear, Boo-boo (9228141) l%/cujzom- 04/30/2014/ 410 128 200 2020.5 2758.5
AA Doar Don oo (07791411 Tatal AN 179 00 WWLE, Sl Defer Layout Update Update
M4 F 2014_Outstanding_Checks Pivot_Table . #J El 4 '—1%
Ready | 3 | | m 100 (=) y! )
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14. Let’s take a little more specific look at things. Select the filter option for Payee Name(I1D) and we will choose Granny Smith.

November 2016

EH9-~-3+

Haome Insert

Page Layout

Farmulas Data Review View

Developer Acrobat

Options

Row Headers

|:| Banded Rows

Design

2014_COutstanding_Checks - Microsoft Excel

Subtotals Grand | Report Blank Column Headers [] Banded Columns —====
- Totals = Layout~ Rows ~
Layout PivotTable Style Options PivotTable Styles
| c1 - I | Combined Date
A B c D E F H
I\ Payee Name(ID) - | Child Name{ID) - |Combined Date - jSum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total

2 |2/%] sertatez = Crispies, Crackle (9228146) 01/01/2014 - 01/31/2014 1395 0 0 0 1395
3 2| sotZtoa 02/01/2014 - 02/28/2014 1260 0 0 0 1260
4 More Sort Options... 03/01/2014 - 03/31/2014 1395 0 0 0 1395
5 . Crispies, Crackle (9228146) Total 4050 0 0 0 4050
6 |As 2050 0 0 0 2050
7 |@| Lol Ffilters " [=Bear, Care (9228196) 01/24/2014 - 01/31/2014 520 0 0 0 520
8 Yalue Filters ' 02/01/2014 - 02/28/2014 1820 0 0 0 1820
9 Search L 03/01/2014 - 03/31/2014 2015 0 0 0 2015
10 ] (Select All 04/01/2014 - 04/30/2014 1950 0 0 0 1950
11 [ Ashland County Group Home (3221647) 05/01/2014 - 05/31/2014 2015 1] 1] 0 2015
12 [Belas Group Home (9221946) Bear, Care (9228196) Total 8220 0 0 0 8320
B e w20 0 0 0 w20
14 | =) [INarthwest Passage Child and Ad (9221 | = Bear, Boo-boo (9228141)  03/02/2014 - 03/31/2014 5708.4 0 0 0 5708.4
15 ith, Granny ) Bear, Boo-boo (9228141) Total 5708.4 0 0 0 5708.4
16 Ch [[]Snaggletooth Provider Care (9221523) 5708.4 0 0 0 5708.4
17| =1 LI White (3221646) SCrispies, Snap (9228145)  07/13/2012 - 07/15/2012 55 0 0 [} 55
18 J] | H Crispies, Snap (9228145) Total 55 0 0 0 55
15 Hu ,TI — I - 55 0 0 0 55
20 | = =\ Crispies, Snap (9228145)  03/01/2014 - 03/31/2014 3069 0 0 0 3069
21 Crispies, Snap (9228145) Total 3069 0 0 0 3069
22 Northwest Passage Child and Ad (9221503) Total 3069 0 0 0 3069
23 =Smith, Granny (9221665) = Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 0 561.94
24 02/01/2014 - 02/02/2014 26.79 13.71 0 0 40.5
25 08/01/2013 - 08/31/2013 400 0 0 0 400
26 09/01/2013 - 09/30/2013 400 0 0 0 400
27 10/01/2013 - 10/31/2013 400 0 0 0 400
28 11/01/2013 - 11/30/2013 400 0 0 0 400
29 12/01/2013 - 12/31/2013 400 0 0 0 400
30 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
31 = Bird, Kid (2228217) 01/01/2014 - 01/31/2014 388 0 0 0 388
32 02/01/2014 - 02/28/2014 388 [i] [i] [i] 388
33 03/01/2014 - 03/31/2014 388 0 0 0 388
34 06/01/2013 - 06/30/2013 388 0 0 0 388
35 07/01/2013 - 07/31/2013 388 0 0 0 388
36 08/01/2013 - 08/31/2013 388 0 0 0 388
37 09/01/2013 - 09/30/2013 388 0 0 0 388
38 10/01/2013 - 10/31/2013 388 0 0 0 388
39 11/01/2013 - 11/30/2013 388 0 0 0 388
40 12/01/2013 - 12/31/2013 388 0 0 0 388
41 Bird, Kid (9228217) Total 3880 0 0 0 3880
42 Smith, Granny (9221665) Total 6282.92 199.52 0 0 6482.44
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15. You will notice that there were two sets of payment data. One for Humming Bird, and one for Kid Bird. The Combined Date represents each
month’s payments. At the bottom of child’s payments is a Subtotal for each of our Cost “Buckets”, and at the very bottom is a Grand Total for

Granny Smith.
¥ " 9 - ™ (& |= ‘ PivotTable Tools 2014_Outstanding_Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options | Design ?

Row Headers |:| Banded Rows -

Subtotals Grand | Report EBlank Column Headers [ Banded Columns _

- Totals ~  Layout = Rows ~ S— -

Layout PivotTable Style Options PivotTable Styles
c1 - I | Combined Date
A B C D E F G H I
IIPayee Name(1D) -T| Child Name(ID) + |Combined Date - |Sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total

2 | =/Smith, Granny (9221665) = Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 0 561.94
3 02/01/2014 - 02/02/2014 26.79 13.71 1] 1] 40.5
4 08/01/2013 - 08/31/2013 400 1] 0 0 400
3 03/01/2013 - 09/30/2013 400 1} 1} 1} 400
] 10/01/2013 - 10/31/2013 400 1] 1] 1] 400
7 11/01/2013 - 11/30/2013 400 1] 1] 1] 400
8 12/01/2013 - 12/31/2013 400 0 0 0 400
9 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 26002.44
10 = Bird, Kid (9228217) 01/01/2014 - 01/31/2014 388 1] 0 0 388
11 02/01/2014 - 02/28/2014 388 a ] ] 388
12 03/01/2014 - 03/31/2014 388 1] 0 0 388
13 06/01/2013 - 06/30/2013 388 1} 1} 1} 388
14 07/01/2013 - 07/31/2013 388 1] 1] 1] 388
15 08/01/2013 - 08/31/2013 388 1] 1] 1] 388
16 09/01/2013 - 09/30/2013 388 0 0 0 388
17 10/01/2013 - 10/31/2013 388 1] ] ] 388
18 11/01/2013 - 11/30/2013 388 1] 0 0 388
19 12/01/2013 - 12/31/2013 388 0 0 0 388
20 Bird, Kid (9228217) Total 3880 0 0 0 3880
21 Smith, Granny (9221665) Total 6282.02 199.52 0 0 6482.44
22 Grand Total 6282.02 199.52 0 0 6432.44
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16. Remember that the PivotTable looks for “unique” values for items entered in the Row Labels. This can change the way your data presents as is
illustrated in the screen-shot below. Here we’ve removed Combined Date and are now looking at things across Days Paid. In this instance it has
summed all the Cost “buckets” based on Days Paid. For Humming Bird there was one month where it only paid for 2 days. There were two (2)
months were it paid for 30 days, and there were four (4) months were it paid for 31 days. In the Basic column it summed the basic amounts paid
for the 30 day months, which totaled $800.00. It summed the basic amounts paid for the 31 day months, which totaled $1576.13, etc. Not quite
the display we were looking for here.

Xl 4 9- & [+ | PivotTable Tools 3014 _Outstanding_ Checks - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design

:gé = [#] Row Headers [[] Banded Rows SE——— == === ===== S==== =S==== =====|-

Subtotals Grand | Report Blank | [7] Column Headers [ Banded Columns || =====, —==== —==== ===== ===== ===== |-

> Totals = Layout = Rows ~ M

Layout PivotTable Style Options PivotTable Styles
C1 - J& | Days Paid
A B ¢ \ D E F G H I
ZI Payee Name(ID) -T| Child Name(ID}) w{|Days Paid| ~ [Sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
2  =Smith, Granny (9221665) ='Bird, Humming B. (9228471 2 26.79 13.71 i] ] 40.5
3 30 200 0 ] ] 200
4 31 1576.13 185.81 ] ] 1761.54
5 Bird, Humming B. (9228471} Total 2402.92 199.52 0 0 2602.44
5] ='Bird, Kid (9228217) 28 388 0 1] o 388
7 30 1164 0 0 0 1164
&8 31 2328 0 0 o 2328
9 Bird, Kid (9228217) Total 3220 0 0 0 3820
10 Smith, Granny (9221665) Total 6282.92 1049.52 0 0 6482.44
11 Grand Total || f 6282.92 1049.52 (1] Li] 6482.44
12 ' . ~ ~ r g ’-‘ g ’

November 2016
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17. Once you have your PivotTable setup you can further refine the way it looks with some simple formatting. Select the Design Tab on the
PivotTable Tools and then choose a PivotTable Style. If you select the down arrow in the bottom right of that group box it will open up to display
a number or other options.

X Hd9-®-3=

2014 Outstanding_C

Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design

- - S — — — — | [ e — — — — — e

Row Headers [ Banded Rows ===z == e i
e e e e = e oooas O o | T
B Column Headers ] Banded Columns | | |=i=|=|==| ===== ===== ===== ===== ===== _
hd Totals * Layout ~ Rows - o

Layout PivotTable Style Options PivotTable Styles ’

A2 - f« | Ashland County Group Home (9221647) e —
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18. Choose an option that fits liking, or define a new PivotTable Style.

Review

X H92-C-Q s
File Home Insert Page Layout Formulas Data

Developer

Acrobat

PivotTable Tools

Cptions

Design

2014_Outstanding_Checks - Microsoft Excel

November 2016

Row Headers Banded Rows B
Subtotals Grand | Report EBlank Column Headers Banded Columns
- Totals = Layout~ Rows ~
Layout | PivotTable Style Options |
Cl1 _ g2 | Combined Date
A B
1 d f Admin Sum of Pmnt Total
2 3 922166 =IBird, Humming B. { 0
3 0 40.5
4 0 400
5 0 400
6 0 400
7 = = 0 400
2 = = 0 400
9 Bird, HummingB. (92— 3 0 2602.44
10 =IBird, Kid (9228217) 0 388
11 0 388
12 0 388
13 0 388
14 0 388
15 0 388
16 0 388
17 0 388
18 0 388
19 0 388
20 Bird, Kid (9228217) Tc 0 3880
| 22 Grand Total 0 6482.44
| 23 |
|24 |
| 55 |
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19. After formatting your report might look something like the following:

ﬂ | H q RN a |¢ 2014_Outstanding_Checks - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View Developer Acrobat Options Design

Row Headers Banded Rows -
| -
Subtotals Grand | Report Elank Column Headers Banded Columns =
- Totals ~  Layout~ Rows ~
Layout PivotTable Style Options PivotTable Styles
c - f« | Combined Date
A A B C D E F G H
1 -1 - -
2 L a 3 66 =IBird, Humming B. (9228471 01/01/2014 - 01/31/2014 376.13 185.81 0 1] 561.54
3 02/01/2014 - 02/02/2014 26.79 13.71 0 0 40.5
4 08/01/2013 - 08/31/2013 400 0 1] a 400
5 09/01/2013 - 09/30/2013 400 0 0 1] 400
i} 10/01/2013 - 10/31/2013 400 0 0 a 400
7 11/01/2013 - 11/30/2013 400 0 ] ] 400
8 12/01/2013 - 12/31/2013 400 0 0 1] 400
9 Bird, Humming B. (9228471) Total 2402.92 199.52 0 0 2602.44
10 =IBird, Kid (9228217) 01/01/2014 - 01/31/2014 388 0 ] ] 388
11 02/01/2014 - 02/28/2014 388 0 0 1] 388
12 03/01/2014 - 03/31/2014 388 0 0 a 388
13 06/01/2013 - 06/30/2013 388 0 0 1] 388
14 07/01/2013 - 07/31/2013 388 0 0 0 388
15 08/01/2013 - 08/31/2013 388 0 0 a 388
16 09/01/2013 - 09/30/2013 388 0 0 1] 388
17 10/01/2013 - 10/31/2013 388 0 0 1] 388
18 11/01/2013 - 11/30/2013 388 0 0 a 388
19 12/01/2013 - 12/31/2013 388 0 0 1] 388
20 Bird, Kid (9228217) Total 3880 0 0 0 3880
21 : 9 b o3 b282.9 09 0 0 pA82.A4
22 Grand Total 6282.92 199,52 0 0 6482.44
2
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20. You can further refine your report by adding spaces, Subtotals, and Grand Totals.

X d9-™-3+

File Home Insert

Page Layout

Formulas

Data Review

Row Headers

Column Headers Banded Columns

Banded Rows

Subtotals Grand Report
hd Totals = Layout -
Layout —

C1 - ===

- boEelETEl

Insert Blank Line after Each Item

Remove Blank Line after Each Item

EN™ B AR Rl

File Home Insert

Page Layout

Formulas Data Review

File

Subtotals| Grand
- Totals =

Report Elank
Layout = Rows =

Row Headers Banded Rows

Column Headers Banded Columns

Do Not Show Subtotals

Show all Subtotals at Top of Group

Include Filtered Items in Totals

November 2016

Show all Subtotals at Bottom of Group

htTable Style Options |
ibined Date

-

Subtotals

X 9-®- 3|+

Hom

e Insert

Page Layout Formulas Data Review }

Grand
Totals =

Report EBlank
Layout = Rows =

__: Row Headers

Ed child Name(ID)
=IBird, Humming B. (9225

Off for Rows and Columns

On for Rows and Columns

On for Rows Only

On for Columns Only

Banded Rows

Column Headers Banded Columns

votTable Style Options

mbined Date

Ed child Name(ID)

=IBird, Humming B. (323




21. Your final results might look something like the following:

B3 child Name(ID) B

=ICrispies, Crackle (9228146)

Payee Name(ID)

S Ashland County Group Home (9221647)

Ashland County Group Home (9221647) Total

S Bellas Group Home (9221946) =IBear, Care (9228196)

Bear, Care (9228196) Total

Bellas Group Home (9221946) Total

Combined Date
01/01/2014 - 01/31/2014
02/01/2014 - 02/28/2014
03/01/2014 - 03/31/2014

Crispies, Crackle (9228146) Total

01/24/2014 - 01/31/2014
02/01/2014 - 02/28/2014
03/01/2014 - 03/31/2014
04/01,/2014 - 04/30/2014
05/01/2014 - 05/31/2014

$8,320.00

$0.00

$0.00

$0.00

Ba sum of Basic Sum of Suppl Sum of Excpt Sum of Admin Sum of Pmnt Total
51,395.00 50.00 50.00 50.00 51,395.00
51,260.00 50.00 50.00 50.00 51,260.00
41,395.00 50.00 $0.00 40.00 $1,395.00
$4,050.00 $0.00 $0.00 $0.00 $4,050.00
$4,050.00 $0.00 $0.00 $0.00 $4,050.00

$520.00 50,00 $0.00 50.00 $520.00
51,820.00 50,00 50.00 50.00 $1,820.00
$2,015.00 50,00 $0.00 50.00 $2,015.00
51,950.00 50.00 50.00 50.00 £1,950.00
$2,015.00 $0.00 $0.00 $0.00 52,015.00
$8,320.00 $0.00 $0.00 $0.00 $8,320.00

$8,320.00

i — il 2 o o oo
S W e b NS DIES, st LD ey B ‘ 2l 4,089.00 /ﬂﬁs«,‘ SO ""}MW
Crispies, Snap (9228145) Total $3,069.00 .00 $0.00 $0.00 $3,069.00
Northwest Passage Child and Ad (9221503) Total $3,069.00 $0.00 $0.00 $0.00 $3,069.00
= Smith, Granny (9221665) =Bird, Humming B. (9228471 01/01/2014 - 01/31/2014 $376.13 $185.81 $0.00 $0.00 $561.94
02/01/2014 - 02/02/2014 $26.79 $13.71 $0.00 $0.00 $40.50
08/01/2013 - 08/31/2013 $400.00 $0.00 30.00 30.00 3400.00
09/01/2013 - 03/30/2013 $400.00 $0.00 30.00 30.00 3400.00
10/01/2013 - 10/31/2013 $400.00 $0.00 30.00 30.00 $400.00
11/01/2013 - 11/30/2013 5400.00 50.00 50.00 50.00 5400.00
12/01/2013 - 12/31/2013 5400.00 50.00 50.00 50.00 £400.00
Bird, Humming B. (9228471) Total $2,402.92 $199.52 $0.00 $0.00 $2,602.44
= Bird, Kid (3228217) 01/01/2014 - 01/31/2014 $388.00 $0.00 $0.00 $0.00 $388.00
02/01/2014 - 02/28/2014 $388.00 $0.00 $0.00 $0.00 $388.00
03/01/2014 - 03/31/2014 $388.00 $0.00 $0.00 $0.00 $388.00
06/01/2013 - 06/30/2013 $388.00 $0.00 $0.00 $0.00 $388.00
07/01/2013 - 07/31/2013 $388.00 $0.00 $0.00 $0.00 $388.00
08/01/2013 - 08/31/2013 $388.00 $0.00 $0.00 $0.00 $388.00
09/01/2013 - 03/30/2013 $388.00 $0.00 30.00 30.00 3388.00
10/01/2013 - 10/31/2013 $388.00 $0.00 30.00 30.00 $388.00
11/01/2013 - 11/30/2013 $388.00 $0.00 30.00 30.00 $388.00
12/01/2013 - 12/31/2013 5388.00 50.00 50.00 50.00 5388.00
Bird, Kid (9228217) Total $3,880.00 50.00 $0.00 $0.00 £3,880.00
Smith, Granny (9221665) Total $6,282.92 $199.52 $0.00 $0.00 $6,482.44
Grand Total $20,128.55 530204 $482.26 $2,020.50 $32,023.35

November 2016

42



